CrantVantage

Applicant Instructions



Applicant Instructions

GrantVantage

Table of Contents

Table of Contents

TaDIE OF CONETENES ....eeeeeiieee ettt et et e b e s bt e s at e st e et e e b e s beesbeesaeesate et e enbeenneesanenas 2
Register an APPliCaNT ProfilE.. ... i e e s b e e s saba e e e e b ae e e e nrreaeeas 5
(o} {12 TR PSP PP PO PTRPPPPPOTIN 8
[ (e g T=T o= =L PP TPPTPPPRRPRE 10
)1 =R\Y =T« T T T T TP P PP 11
FUNAING ANNOUNCEMENT...cii i e iiiiee e ettt e e eeite e e eette e e e et e e e e stae e e e abaeeeseataeeesansaeeeeanseeeseansaeeeennseeeeennsenas 12
SaVe an ANNOUNCEMENT ....ciiiiiiiiiiiiieee et e e s e e e e s s s et e e e e s s s sanranes 13

Print the ANNOUNCEMENT @S @ PDF .....uiiiiiiiiii ettt ettt et st e e sbeeesaree s 14

View Attachments associated with the Announcement ..........cooeeiiiiiiiiiii e 14
SUbMILEING @N APPHCATION....ciiieiiee et e et e e e bre e e e eabae e s e s be e e e eeareeas 15

Y AVASTU] o0 o Tj <Y BN T o] oF= 1 o] s TP RS 30
YA T 0T oo o XU PP OPPTPPPPPTN 30

Y AN T o] [Tor= T oY ol o4 e 1 LT 32
LT PO T PR PPUR T 43

O g =F | =T T U =T P PSPPSR PSPRTP 46

oo T TR =T TP P RO PR PRI 50
ACTIVATE @ USEI .iiiiiiiiiiiiiiii s 51
DEACIVAtE @ USEI ...eiiiiiiiiiiiiiiitctcr e 52
CONTACES ..t e s et e s e b e e s e e e e s seren e e e snee 53

FA¥o [ - W @01 o) - [ o1 AP OO T OO PR PPRTOTPPRRNt 53

Bt @ CONTACT ...cotieiieiieee ettt ettt s bt st e et et e e s b e sbeesae e st e san e e b e enne 56

DIt @ CONTACT...eetieiiiiiiete ettt st s b e s bt sae e et e et e e sb e e sbeesaeesanesaneebeenns 57

[T o Lol ¥ [ =T o PP 58

........................................................................................................................................................ 58
Primary Applicant and Applicant Delegate — Confidential User Commands........ccccceeeevveeeeinneennn. 58
Applicant Delegate — Standard User COmMMaAaNdS.......ccuueiiiiiieeeiiiieeeeccieeeeeiteeeseireeeessveeeesesnrneeesnns 59
Fi¥o Lo I- T Lo ol U 4o T<T o | AP PRPRPTOURNE 59
DElEte @ DOCUMIEBNT ..c.uiiieiiee ettt ettt ettt et e st e s bt e e s bt e e bt e e s ateesabeeesabeesabeeesnneesaneeesnneens 62

FiN oY o] [or= T ol @ [V =Ty 4 o] o T 7 1= SR 63
Attachment — BUdget TeMPIAte....ccccviiie i e e et e e e e eaba e e e e bre e e enareeas 63
ATEACHMENT = Other ...t st e s b e e s e s bt e e sseeesbeeennreeas 65

applicantsupport@grantvantage.com Page 2



Applicant Instructions

GrantVantage

Table of Contents

L6131 Tol 1] OSSP PR PR PPRPPPTOUPOPPONt 66
(@70] ] =Tt oY U T PP 67
Add an EXISTING CONTACT ..eiiiiiiiiieiiie e e s e e e st e e s sabe e e e ssreaeessbeeessnrenas 67
Add @ NEW CONTACE .eiuitiiiiiieiiee ettt ettt ettt e e st e st e s be e e s bt e e bb e e s abeesabeeesabeesabeeeanneesareeesnneenn 68
D= =TT P PO PPPT PPN 71
D L=l 2 oY= { TP PPPPPPTTPPPRt 72
DECIMAl NUMDBET ...ttt e s e st e s bt e e ab e e st e e s bteesabeeesabeesabeesaneeesaneeennes 73
FOIMAtEOO TEXE .eeiiiiiiiieeitit ettt ettt ettt e st e st e e sab e e s bt e e sabeesabeeebteesabeeesabeesabeesaseeesabaeenanes 74
G = FIXEA ROW ettt ettt ettt ettt e st e s bt e e s abe e sabeeesabeesabeeeasbeesabeeenabeesabeesaseeesabeeanns 75
G = STANAAN ..ttt ettt e bt e s bt e s bt e sat e et e bt e b e e sbe e saeeeateete e beesheesaeenas 76
AT @ ROW ..ttt b e bt s bt s it e et e et e e b e e sheesae e eab e e bt e be e be e beeshe e et e etean 77

LG T o 1=Te J @ TU1Ty d o T o L3PPSR 78
o Tol @ o] d oY T I Y=Y o 1A - Yol o SRRt 79
If Pick Option, Then CheCKIiSt .......viiiiieee ettt e e e sbee e e e s bte e e e sbeaeeesnraeeesanes 81
=TT A Lo T W aT= a1 N £ 2= o PRI 83
If YES/NO, TRHEN CHECKIIST «.evvveeiieeieeeeeeeee ettt et e e e e ettt et e s e eeasseaeeeeeessesasssssteeeesssssasseseeeeesssesannenes 85
1Y o] 0 1< PP PTPPPPPPPPPPRPPPPRt 87
UMDY <.ttt ettt et e st sh e s ae e st e et e e bt e sb e e saeesan e s an e ear e e bt enreenneesmeesmneenneen 88
T o= o) = =N 89
PICKIIST .ttt ettt e b e e s bt e s bt e s at e et e et e e be e ehe e eae e e ab e et e et e e beeabeeabeeeheeeareentean 90
SIMAI TEXE ettt ettt b e s bt s a e e e a bt et e e bt e eh e e she e st e e bt e bt e b e e ebeeeaeeeateebeenbeesheesarena 91
(0] oY [=Tot 41V Z=TN e o ] £y PRSPPIt 92
FiYe [o [ CTo T | TP PP PRSP PSP 95
F X o I T Y0 o T =Tt f V7R 96
Add @ Performance MEASUIE ..ottt ettt ettt sttt e be e sb e e sae e satesabeeabe e be e bt e sneesaeesanean 97
Fi Yo o I W CT - [ a1 Yol 1 V7 1 Y AP UPR 98
o [T T O] o] =Tt 4 SRR 99
Edit @ PErformance MEASUIE ........coueiiiiiiieiieieet ettt ettt sttt e b e esbe e saeesaneeneenbeesneesnnenas 100
Edit @ Grant ACTIVILY coeeieecieeeeee e e e e e e e e e e e e e e e et e e e e e e e e e eaabataeeeeeeeeennnrrens 101
Delete @n ODJECHIVE ... e e e e e e e e e e e e et — e e e e e e e e e s eararaeeaeaeeeeannrraes 102
Delete @ Performance MEASUIE ........oouiiiiriieteei ettt ettt ettt sit e st s b e b e b e sbeesaeesaneeteesbeesaeesanenas 103
DL oy oI I G =T o LYo o Y71 Y P 104
2 TWTe =Ll o Yo SR 105

applicantsupport@grantvantage.com Page 3



GrantVantage

Applicant Instructions

Table of Contents

Add Budget Calculations and Budget Narratives..................
Add a Parent Category ...ccccveeeeeciieeeeciieeeectiee e et e eevaee e
Edit @ Parent Category ...cuvvvcviiiiciiee et
Delete a Parent Category....cccccvvvcuveeeincieee s ecieee e
Add a SUD-CateEOrY .....ceieiiieeieiiie ettt e
Edit @ SUD-Category.....cuveiieiiie e
Delete a SUD-CateBOrY .....covcvieiieiiie et
Add a Sub-Sub-Category ......ccccccveeiicciiiee e
Edit @ SUb-Sub-Category .....ccccvvecieee e,
Delete a Sub-Sub-Category ......cccoveeeecieeeeeciiee e
Move a Category Up or Down on the Grid .........cccceeeeeunneenn.
Budget Calculation/Narrative TOOIS......ccccceeveveeeeecveeeireeeeree e
Add a Budget Calculation or Budget Narrative.........ccccec.....
Budget Calculation Template Types ....ccccceecvveeeriveeeesiieeeen,
CONSTIUCHION.....eeiiiiiiiiiiei e
CONSUIE TFAVE ..o
EQUIPMENT ..ottt srree e e
Add an [EeM...eeeiiieeeeeeee e
Equipment (Pro Rated) ........ccoceeeeeiieeiiciieee et
Add an EeM e
Fringe BeNefits ....cccueei i
INAIrECt COSTS ..vviriiiiiriieieee et
PersoNNel .c...ooiieiieieet e
Procurement CONtractS.....ccoceereereeriieniieeiee e
Salary By PoSItion.......ccuvviieeeei e
Subaward (SUDErants) .......ccccveeeeeeiieeiiie et
0] o] o =TSSR
Add an M ....eiiieeieeee e

B = 1VZ=] DTN

applicantsupport@grantvantage.com



Applicant Instructions

CrantVantage

Register an Applicant Profile

Register an Applicant Profile

1. Open a preferred web browser.
2. Inthe URL field of the web browser, enter the web address provided by your grant
administrator. The public-facing view of the GrantVantage Portal appears.

{1 https://OrganizationName.gvgrantcloud.com/account/announcement P 1%

This unique web address is related to your organization
and is provided by your grant administrator.

Figure 1: GrantVantage URL

3. Click Log In®J . The Log In screen appears. From the Log In screen, new users must
register into the system.

.

GrantVantage Funder Portal Log In
»)

Announcements

Announcement Name or Funding Announcement Number n Sort By v — u

Better Education for Neighborhood Kids

Fund Amount: $3,000.00

Application Type
Initial

™ 05-30-2021, 6:00 PM MDT
™ 05.29-2023, 6:00 PM MDT

@ View

Figure 2: Public Facing Page

4. Click Register. You can now begin the registration process.
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Grantvantage Register an Applicant Profile

GrantVantage

Log In

User Name ~

example@email.com

Password *

Remember Me Forgot Password?

Powered by @

Login With:

Figure 3: Register Profile

5. Fill in the necessary fields.
@ Note: The black asterisks indicate required fields.

6. Click Submit. You are logged in, and the GrantVantage Funder Portal homepage
appears.The homepage displays all available funding announcements. Applicants may
navigate the system by using the site map.
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Register an Applicant Profile

Applicant Registration

First Name *

Please prove you are not a robot

I'm not a robot

G‘) Cancel

Figure 4: Applicant Registration
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GrantVantage Login

Login
1. Open a preferred web browser.

2. Inthe URL field of the web browser, enter the web address provided by your grant
administrator. The public-facing view of the GrantVantage Portal appears.

{1 https://OrganizationName.gvgrantcloud.com/account/announcement P 1%

This unique web address is related to your organization
and is provided by your grant administrator.

Figure 5: GrantVantage URL

3. Click Log In®J . The Log In screen appears. From the Log In screen, returning users may
login to the system.

Reviewer

GrantVantage Funder Portal g n | mncuncaments
w

Announcement Name or Funding Announcement Number m SortBy v = n

Better Education for Neighborhood Kids

Fund Amount: $3,000.00

Application Type
Initial

[ 05-30-2021, 6:00 PM MDT
™ 05-29-2023, 6:00 PM MDT

@ View

Figure 6: Public Facing Page

4. Enter login credentials and select Log In.
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GrantVantage Login

GrantVantage

Log In

User Name *

example@email.com

Password *

Login With:

Figure 7: Login Screen
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CrantVantage

Homepage Navigation

Homepage
On the homepage, you can view all published funding announcement opportunities,

opportunities you have applied for, your profile, and view users, properties, and documents
related to the application.

Choose the view display
Use the search bar to choose an announcement. | for the announcement

Applicant —
I Announcement Name of Funding Announcement Number Sort By v = H

Yoda Property Manager

Funding
Announcement
Funding Announcement Better Education for Funding Amount
Neighborhood Kids
My Submitted Application Newly Posted
Fund A t: $3,000.00 | i |
My Applicant Profile nd Amount: & Closing Soon
Use the Sort By
Active Application Type drop-down list
Initial to sort the
@ inactive announcement
W 05-30-2021, 6:00 PM MDT =

Contact
ONACIS M 05-29-2023, 6:00 PM MDT

B Documents

Figure 8: Homepage Screen 1

Applicant
Announcement Name or Funding Announcement Number a Sort By v = B

Yoda Property Manager

[¥] Funding Announcement Better Education for
Neighborhood Kids
My Submitted Application

Fund Amount: $3,000.00

My Applicant Profile . -
Displays the basic
announcement

) information
Active Application Type

Initial

1 Inactive

Contacts

™ 05-30-2021, 6:00 PM MDT
W 05-29-2023, 6:00 PM MDT

View the
5. [ovor I8
announcement

B Documents Save the

announcement to
the My Application
section of the site
map or view the
announcement
details.

Figure 9: Homepage Screen 2
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CrantVantage

Homepage Navigation

Site Map

The site map displays navigation options relating to the applicant, such as the applicant profile,
the internal users, and the contacts. The Applicant site map links to the Funding Announcement
and My Applications pages, which opens the applicant dashboards.

Applicant Site Map Options Description

e Bl s = Funding Announcement Displays all published
announcements.

Funding Announcement

My Submitted Application Displays all the
My Submitted announcements you have

Application saved and/or applied to.

My Applicant Profile My Applicant Profile View your Applicant Profile.

You can add additional

information such as a

Active professional CV or other
@ Inactive certifications related to the
applicant or entity’s
Contacts qualifications.

& Documents Users
Active N | View the active users related
to the application.

Inactive View the active users related
to the application.

Contacts View the contacts related to
the application.

Documents View documents related to the

application.

]

Table 1: Site Map

applicantsupport@grantvantage.com Page 11
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Applicant Instructions

Funding Announcement

Funding Announcement
You can view announcements you have saved/applied to, your applicant profile, users and

contacts associated with the Applicant profile or organization profile, and documents related to
the funding announcement or an applicant document library that houses documents submitted

with an application.

Use the search bar to
choose an announcement.

Choose the view
display for the
announcement

Displays the
name of the
announcement,
the application
type, and the
application
open and close
date.

Better Education for Kids

Application Type
itia

™ 08-31-2021, 6:00 PM MDT
™ 05-30-2029, 6:00 PM MDT

o

Sort By ™ I = EI
Funding

Announcement
Funding Amaount

Newly Pasted

Closing Soon

Use the Sort By drop-
down list to sort the
announcement.

Figure 10: Funding Announcement Screen 1

nitia

N 03-30-2029, 6:00 PM MDT

Better Education for Kids

Fund Amount: $10,000.00

Application Type

™ 08-31-2021, 6:00 PM MDT

s By ™ EE

Save the
announcement
to the My
Application

page.

NG ] View the

announcement

Figure 11: Funding Announcement Screen 2

applicantsupport@grantvantage.com
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CrantVantage

Funding Announcement

Save an Announcement

1. From the site map, click Funding Announcement. The Funding Opportunity for
Applicant page appears.

Applicant

Yoda Property Manager

Funding Announcement

Figure 12: Site Map — Funding Announcement

2. Optional: Use the search bar to find an announcement.
3. Click [Z] save to save the announcement to the My Application sitemap section. A green
Application Saved Successfully popup appears at the bottom right of the screen.

I Announcem ient Name or Funding Announcemen t Number n sortBy v = B

Better Education for Kids

Fund Amount: $10,000.00
Application Type

Initial

¥ 08-31-2021, 6:00 PM MDT
™ 08-30-2029, 6:00 PM MDT

o

Save the S
announcement to the @ Application Saved Successfully

My Application page.

Figure 13: Save Announcement
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Graﬂtvantage Funding Announcement

Print the Announcement as a PDF
1. Click E Print PDF. The announcement details download as a PDF.

) Apply () Close & Print PDF M Attachments

Better Education for Neighborhood Kids
Figure 14: Print PDF Funding Announcement

View Attachments associated with the Announcement

1. Click g Attachments. The Attachments dialog box appears.

) Apply (%) Close & Print PDF M Attachments

Better Education for Neighborhood Kids

Figure 15: View Attachments
2. Optional: Click the link to view the document.
Or
Click Download -"a to download the attachment. The attachment is downloaded.

Attachments x
(6)Equal Employment Opportunity Plan (1) pdf ;';,
Use the Q
. - | K 4 P M| ]cwv
| fotal: 1) arrows to | I | |
—— b see more
otal number o i
documents. Use the drop-down list
of documents to choose how many
documents you see in
the grid at a time.

Figure 16: Attachments Dialog Box 1

Attachments x
Click the
link to Download the document
view the
document. | |(6)Equal Employment Opportunity Plan (1).pdf

Total: 1 | 40) > 10 Vv

Figure 17: Attachments Dialog Box 2

applicantsupport@grantvantage.com Page 14
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CrantVantage

Funding Announcement

Submitting an Application

1. Click (23 view next to the announcement you wish to view. The Funding
Announcement Narrative appears.

Better Education for Kids

Fund Amount: $10,000.00

Application Type
Initial

™ 08-31-2021, 6:00 PM MDT
™ 08-30-2029, 6:00 PM MDT

View the

announcement

Figure 18: View Announcement

2. Click™9) Apply. The Application Details dialog box appears.

) Apply () Close & Print PDF @ Attachments

Better Education for Kids

Funding Announcement Title: Better Education for Kids
Funding Announcement Number:

Announcement Type: Initial

Open Date: Aug 31, 2021, 6:00 PM MDT

Close Date: Aug 30, 2029, 6:00 PM MDT

Announcement Narrative:

Itis important for kids to get a good education. They are the future of making the world a better place.

Figure 19: Apply to Announcement

| Application Details x
Click to
app'y <4 Begin New Application
with a Project Name Application ID Application Status Last Saved On  Submission Date
p roject Better Education 2021-09-Education In Progress 08/27/2021 09/03/2021
- for Kids

. — L . » M 10
otal: Use the arrows to L]

see more projects.

|| Use the drop-down list to
choose how many projects
you see in the grid at a time.

Total number of projects

Figure 20: Application Details Dialog Box

3. Click+ Begin New Application. The New Application dialog box appears.

applicantsupport@grantvantage.com Page 15
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CrantVantage

Funding Announcement

Application Details x
< Begin New Applicatio
Project Name  Application ID Application Status LastSaved On  Submission Date
Better Education 2021-09-Education In Progress 08/27/2021 09/03/2021
for Kids
tati M 4 o » N 10w

Figure 21: Begin New Application

Enter a project name.
Click ElfSave. The project appears in the grid.

New Application

Project Name*

Clubhouse Education| ‘

1

Application Details x
=+ Begin New Application
Project Name Application ID Application Status Last Saved On Submission Date
Clubhouse App-21-98 Not Started 10182021 10152021
Education
Totak: 0 ] 1°b M 10w

Figure 22: New Application Dialog Box

6. Click Apply. A warning popup appears telling you which project you are applying with.

Selected Project: Childhood Education
Selected Application: App-21-116

]

Figure 23: Warning Choose Project

applicantsupport@grantvantage.com Page 16
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GrantVantage

Funding Announcement

7. Click Yes. Another popup appears telling you the application is about to begin.

Application Confirmation x

You are about to start the application process. You will have an opportunity to
upload support documents and can save and resume at any time

8. Click Yes. The application process begins.

9. Answer all the questions and complete the templates. Not all applications have an
Objective or Budget Template. Each tab needs to be completed before submission.
Swap between the tabs to complete them in any order.

@ Note: Once you complete a tab item, the red x next to the name turns into a green
checkmark. Make sure all questions are complete.

Figure 24: Application Confirmation Dialog Box

Application Questions:
a. Optional: Use the hamburger menu to see all the questions.
Tip: The questions are color-coded to indicate the completion process.
e Blue —The question is in progress.
e Gray— The question needs to be viewed.
e Green —The question is complete.

Complete the tabs in any order. Once you have completed
a tab item, the red x turns into a green checkmark.

%] Savelb Finish Later W Application Report ¥ ox

Use the hamburger menu
to see all the questions.

Application © Objective Template & Budget Template &

View All Questions Ej""

X

Use the arrows to Program Plan - Confidential (@)
navigate each @ Froed g bt 1 0% Complete &
‘Waterways
Production Systems
Question 1 of 1 @ Show Instruction

O Applicant Answer: Not Applicable & Save

Does your organization provide resources?

B Choose File To Upload

Figure 25: Use Hamburger Menu

applicantsupport@grantvantage.com Page 17
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Applicant Instructions

Funding Announcement

B Save @ Finish Later [ Application Report

¥ %

Application €

View All Questions 534_

ObJECtiV = L o g

Use the hamburger menu
to see all the questions.

Program Plan - Confidential (&)

o Project Proposal
o Data Collection Methodology

Waterways

Sections marked “Confidential”
with a lock tell you the whole
section is confidential.

Production Systems

Question 1 of 1
O Applicant Answer: Not Applicable

Does your organization provide resources?

B Choose File To Upload

@ Show Instruction
B Save

Figure 26: Hamburger Menu Status

b. Use the arrows to navigate the questions.

B Save @ Finish Later [ Application Report

Application € Objective Template @

View All Questions

Budget Template &

[0 PReviose]——>

Use the arrows to

Use the arrows to
navigate the questions.

navigate each = |G Category 1 of 1
question category. Reso
Resources

Question 1 of 1

B Choose File To Upload

0% Complete &0

@ Show Instruction
(] Applicant Answer: Not Applicable

Does your organization provide resources?

B Save

Figure 27: Use Arrows through Questions

@ Note: If you are an Applicant Delegate — Standard user, you cannot view the
confidential section and questions. Therefore, you cannot complete the

submission process.

applicantsupport@grantvantage.com
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Funding Announcement

B Save @ Finish Later [ Application Report E %

Application © Objective Template & Budget Template &

View All Questions =

Category 1 of 1 0% Complete &0

Resources

Confidential Question

Confidential Question:

Figure 28: No Access to Confidential Section

c. Complete the question and click I3 Save or a navigation arrow to save the
guestion. For more information, see Applicant Question Types.
@ Note: If a question requires additional information, the answer will not save
until the required fields are answered. You are required to have a 100%
completion before you can submit the application.

Displays the total amount
of documents attached to
B save © Finish Later [N Application Report the entire application.

Category 1 0of 1 0% Complete m /

Resources

Resources

Question 1 of 1 @ Show Instruction D Mpplicant Answer: Not Applicable

B save

Displays the
total completion
of the questions.

Does your organization provide resources?

B Choose File To Upload

Figure 29: Question Completion

Narrative fields may have a character limit that will display the maximum number of
characters an applicant response may contain. The character limit will count down until
it reaches zero (0), and the system will not allow you to continue typing. If there is no
character limit it will be indicated by a double dash (--).

applicantsupport@grantvantage.com Page 19
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CrantVantage

Funding Announcement

d. Optional: If the question requires you to attach a document, attach it to the
question.

i. Click @ choose File To Upload. The Documents dialog box appears.

B save © Finish Later [N Application Report A x
Category 1 of 1 0% Complete &o
Resources
Question 1 of 1 @ Show Instruction O Applicant Answer: Not Applicable
B save

Does your organization provide resources?

I B Choose File To Upload

Figure 30: Add Attachment to Question

ii. Choose from the picklist.

Use the
picklist to  [pocuments 3 x
choose a
document
you wish v| Example.docx 05-18-2021
toupload. || v "o Use the drop-down list to
choose how many documents
you see in the grid at a time.
Total
number of || o 2 « @ wflov
documents 7
‘ Choose File B Save @© Cancel
Use the arrows to see
more documents. i m
Figure 31: Choose Attachment for Question
Or

i. Upload a new document by clicking Choose File k.
ii. Upload the document.
iii. Click Save .
iv. Click Save. The document is attached to the question.
@ Note: Confidential documents have a lock indicator. They can only be
attached to a confidential question.

applicantsupport@grantvantage.com Page 20
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Applicant Instructions

Funding Announcement

Documents ax
| | Document Name Date Uploaded
| Example.docx 05-18-2021
v Example 2.docx 06-10-2021

Save the document

Toal: 2 | to the grid. | o POM 10w

document.

Upload a new .|
P EChoose File B Save ® Cancel

Save the document(s)
to the question

Figure 32: Upload Attachment

Displays the total amount

of documents attached to
the entire application.

~

B save @ Finish Later [ Application Report

0% Complete

Category 1 of 1

Resources
Resources

Question 1 of 1 @ Show Instruction D Agplicant Answer: Not Applicable

B save

Displays the
total completion
of the questions.

Does your organization provide resources?

B Choose File To Upload

Figure 33: Question Completion

Optional: Complete the Objective Template:
@ Note: The funding announcement can be published without using the Objective
Template. Objective Templates can be left blank for you to complete entirely.

a.

Click the Objective Template tab. The Objectives template appears.

B save © Finish Later [ Application Report

Application @ Objective Template € Budget Template

Figure 34: Complete Objective Template

applicantsupport@grantvantage.com Page 21
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CrantVantage

Funding Announcement

b. Click Objective Instructions to see how to complete the template. The Objective
Instructions dialog box appears.

B save © Finish Later [l Application Report P x

Application © Objective Template © Budget Template ©

Save Objective Objective Instructions

Figure 35: View Objective Instructions

c. Click Maximize '-7.‘ to maximize the window.
Or
Click Close # to close the dialog box.

Objective Instructions

Complete the Objective Template

Figure 36: Maximize or Save Objective Instructions

d. Addinthe goals if necessary. If goals are required, each objective must be
associated with a goal.
@ Note: The Goal radio button only appears if the option has been selected
when the announcement was made.
e. Add in the objectives, performance measures, and grant activities.
@ Note: The performance measures and grant activities must be associated with
an objective. For more information on how to add, edit, or delete a goal,
objective, performance measure, or grant activity, see Objective Tools.

applicantsupport@grantvantage.com Page 22
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Applicant Instructions

Funding Announcement

B Save © Finish Later [ Application Report

Application & Objective Template © Budget Template ©

Goal +AddGoa Add a goal

Goal Name Goal Description

Command bar

I Sarlitis I

Start Date End Date

Goel 1 06/01/2021 0513112022 E
¥ o 7 X
r ovown) | 4rssonece] Add an objective Edit tool Delete
3::3;" Rt St Objective Description Manager Start Date End Date ‘ tool
1 Objective Objective Description 1 E’e:‘:"med 06/01/2021 05/31/2022 E ’

"'"°"“°“°'“°““’°"’ ]| Add a performance measure

> | GrantActivities (1) + Add Acnvﬂ

Add an activity

Click the arrow to

expand the list.

Figure 37: Objective Template

Objective Template Command
Bar

Description

Save Objective

Saves the objectives and locks the Objective
Template.

Objective Instructions

Display the instructions on how to complete the
Objective Template.

Table 2: Objective Command Bar

f. Click Save Objective. The Objective Template is saved and locked. The objectives
must be saved and locked before you can submit the application.

Application © Objective Template € Budget Template ©

Save Objective Objective Instructions

Figure 38: Save Objective Template

g. Optional: You can unlock the Objective Template again if you need to make

changes.

i. Click Return to Draft. The Objective Template is locked, and you can edit
it. You can go in and out of draft during the application process.
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Application @ Objective Template @ Budget Template &

Return to Draft Objective Instructions

Figure 39: Return Objective Template to Draft

Complete the Budget template.
@ Note: There are different design setups for the budget. The items you can
add/change depend on the properties selected when the announcement was made.

For more information, see Budget Tools. If there is no budget, you will be required to
input a "Requested Amount" on the final page of the application. The budget
template can be left blank so you can input a custom budget.

a. Click the Budget Template tab. The Budget Template appears.

B save @ Finish Later [§ Application Report

Application Objective Template Q

Budget Template ©

Figure 40: Complete Budget Template

b. Use the Budget Year drop-down list to choose a budget year.

c. Click Budget Instructions to view the instructions on how to complete the
Budget Template.

[ Project Manager

@ save @ Finish Later W Application Report Use the drop-down list to A x
choose a budget year. .

Project Name®  Better Education for Neighbornood Kids v IYear Year 1 vI Instructions for
specific guidelines to
prepare your budget

==L Dect os for submission.
~Personnel R Ara . | $0.00

TN+

& Personnel - other
[ Salary by Position

&l Fringe Benefits

& Travel

Figure 41: Budget Options

d. Use the budget tools to add, edit delete parent categories, sub-categories, or
sub-sub-categories.

e. Optional: Type in money amounts for each budget category.

Note: The Cash Match, In-Kind Match, and Leveraged columns may be hidden
depending on the announcement configuration.
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@ save @ Finish Later [} Application Report

@ %
Save Budget Budgel Instructions

Project Name®  Better Educabon for Neighborhood Kids v Year Year 1 v

~Personnt Type in amount in
8 Propct Manager tvE cells that are white.
[ Personnel - other

The Cash Match, In-

Py

& Salary by Position T +TE

{8 Fringe Benetts Kind, and Leveraged

Sy columns are visible.

Figure 42: Columns Shown
B save @ Finish Later [l Application Report A x
The Cash Match, In-
Kind, and Leveraged
Project Name®  Botter Educaton for Neighbornood Kids v Year Year 1 ‘ CO'I.II’I"II"IS are hidden_
Expand All Direct Total
~Personnel TVEZE+TE 5000
[ Project Manager TvE+ T

B Personnel - other
[ Salary by Position
[ Fringe Benefits
[ Travel

Figure 43: Columns Hidden

If you can complete budget calculations and/or narratives, a green Budget
Justification El icon appears on the line-item. Otherwise, you are not able to do
this task.

f. Optional: Single-click Budget Justification Bl in the line-item next to a category
to show budget calculations and/or the budget narrative. The Budget
Justification dialog box appears.

View the Budget
Instructions for

- speCiﬁc gUide"nes
Save Budget Budget Inst ns
to prepare your

Project Name”  Betier Education for Neighborhood Kids ¥ Year  Year 1 v
budget for

Use the drop-down list p—
to choose a budget year.

B save @ Finish Later [l Ap)

submission.

TVE+T $0.00

Budget tools NEmOT

~Personnel

[ Project Manager

[ Personnel - other

[ Salafy by Position

9 Fring Benefits ¥ Personnel

& Trav 8 Project Manager

ersonnel - other
ry
I

Single-click the green Budget Justification
icon next to a category to show budget
calculations and the budget narrative.

Figure 44: Budget Tools
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g. Fillin the necessary fields.
® Note: The red asterisks indicate required fields.

h. Click =] Save to save the calculation. Repeat steps f — h for each budget
calculation and/or narrative. For more information, see Budget
Calculation/Narrative Tools.

Tip: If you need to delete an entry from the grid, click ¥ Delete Entry. The
calculation and/or narrative disappears from the grid.

Budget Justification

Budget Category Name Budget Calculation Form

Personnel Personnel v

Name Position

John Smith Grants Manager

Salary Rate

$ 100,000.00 Yearly v

Time Worked(# of hours, days, months, years) Percentage of Time

1 10%

Total Cost Cash Match Funds

$ 10,000.00 $2,000.00

In-Kind Match Funds Total Requested Amount

$ 1,000.00 $ 7,000.00

Cancel W Delete Entry m

Figure 45: Save Calculation/Narrative

i. Click Save Budget. The Budget template is saved and locked. The budget must be
saved and locked before you can submit the application.

Application © Objective Template © Budget Template ©

Save Budget Budget Instructions

Figure 46: Save Budget Template

j.  Optional: You can unlock the Budget Template again if you need to make

change.
i. Click Return to Draft. The Budget Template is locked, and you can edit it.

You can go in and out of draft during the application process.

Application & Objective Template & Budget Template &

Return to Draft

Figure 47: Return Budget Template to Draft
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Finish the application process

10. Once the questions and the templates are saved and locked, click = Next. A popup
appears confirming you have reviewed your answers.

B Save @ Finish Later [ Application Report |- NEXT ¥ ox

11. Click Save & Continue.

Figure 48: Finish Application Process

Please make sure to review your answers before submitting
application. Ensure that all answers and Not Applicable
selections are correct.

Save & Continue

12. Fill in the necessary fields.

Figure 49: Warning to Check Questions

@ Note: The red asterisks indicate required fields.

Provide Project Name *

Project Summary *

Project Summary

Authorized Certifying Official

Type to Search Authorized Certifying Officia

Project Manager/Coordinator

Type to Search Project Manager/Coordinator

& save @ Finish Later [ Application Report € PREVIOUS PP Finish ¥ ox

Requested Amaunt This field is only grayed-
out there isa budget

—1 | template. If there is no

budget template, the field

will be white and allow a

dollar amount entry.

$ 500.00

Project Director/Manager

Type to Search Project Director/Manager Q X =+

Compliance/Fiscal Officer

Type to Search Compliance/Fiscal Officer Q X <+

Figure 50: Project Information

13. Click PP Finish. The Submission page appears telling you how to go back and review
your answers, how to view the application report, how to save and resume the
application later, and how to submit the application.
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B Save © Finish Later [ Application Report € PREVIOUS | » Finish M x

Figure 51: Go to Submission Page

14. Click D Submit. A popup appears asking if you are sure you want to submit the
application.

B Save @ Finish Later [ Application Report € PREVIOUS g x

You have completed the grant application questionnaire process.

« Select PREVIOUS to go back and review or edit your answers.
« Select Application Report to view a printable summary of your application.
« Select Cancel to save and resume later. Your answers have been saved.

« Select SUBMIT to complete this application. This action is not reversable.

Figure 52: Submit Application

15. Click Yes. The application will be submitted.

Are you sure?

Do you really want to Submit the Application?

Yes \[e] ‘

Figure 53: Warning to Submit Application

The Submit button turns into Processing with a spinning wheel. The Save button at the
top also has a spinning wheel. Wait until the application has been submitted. There is a
green checkmark next to the announcement indicating you have applied. A blue

information popup also appears indicating that the application was submitted
successfully.
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<.} Saving..

ax
You have completed the grant application guestionnaire process.

« Select PREVIOUS to go back and review or edit your answers.

« Select Application Report to view a printable summary of your application.
= Select Cancel to save and resume later. Your answers have been saved.
« Select SUBMIT to complete this application. This action is not reversable.

X Cancel <. Processing

|

Better Education for Kid

Fund Amount: $10,000.00

Application Type
Initial

™ 05-31-2021, 6:00 PM MDT
™ 08-30-2029, 6:00 PM MDT

© submited Successfully

Figure 54: Submit Successful
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My Submitted Application

My Submitted Application

View all the announcements you have applied to. You can view the application report, the
objective report, and the budget report.

My Submitted Application
Click the blue
arrow to show e
the application, AwardDenial  Awarded
. . Date Amount
objective, and -
budget reports. I:_' SUBMITTED
CIICk the red Report Name Report Type Report Creation Date
arrow to CO"apse Application Report Original Application Report 10/15/2021
the report I|St' Objective Report Original Objective Report 10/15/2021
Budget Report Original Budget Report 10/15/2021
Total: 1 L | o L | 10 v

Figure 55: My Submitted Application Screen

View Reports

1. From the site map, click My Submitted Application. The Funding Opportunity for
Applicant page appears.

Applicant

Yoda Property Manager

Funding Announcement

<&© My Submitted Application

Figure 56: My Site — My Submitted Application

2. Click the blue arrow to show the application, objective, ad budget reports.
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My Submitted Application

Click the blue
arrow to show
the application,
objective, and
budget reports.
Click the red
arrow to collapse
the report list.

Project Name Announcement

Report Name

Application Report

Objective Report

Budget Report

Total: 1

Report Type
Original Application Report
Original Objective Report

Original Budget Report

Amount 3 Award/Denial Awarded
Requested Date Amount
SUBMITTED
Report Creation Date
10/15/2021
10/15/2021
10/15/2021

K1°DH

10 v

Figure 57: My Submitted Application Screen

3. Click the link to one of the reports. The appropriate report appears.

My Submitted Application

Q

Submitted
Date

Award/Denial Awarded
Amount

SUBMITTED

Click the link
to one of
the reports.

Total: 1

Report Name
Application Report
Objective Report

Budget Report

Report Type
Original Application Report
Original Objective Report

Original Budget Report

Report Creation Date
10/15/2021
10/15/2021

10/15/2021

Kiotﬁ

10 v

Figure 58: Click Link to Report
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My Applicant Profile

Once an applicant has created a user account, they may navigate to their Applicant Profile.

The Applicant Profile and related pages are a fully customizable tool to enhance the

user’s applications. My Applicant Profile is a tool designed to enhance a user’s application.
Here, applicants may add additional documents and relevant information such as a professional
CV or other certifications related to the applicant or entity's qualifications. All applicant users
must upload their documents to their User Profile before they begin a funding announcement
application. Applicant’s will not be able to upload documents directly to the application.
Instead, the system will look to the user’s profile.

1. From the site map, click My Applicant Profile. The Applicant Profile page appears.

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application

© My Applicant Profile

Figure 59: Site Map — My Applicant Profile

2. On the Organization Information tab, fill in the necessary fields.
@ Note: The red asterisks indicate required fields. The Address, Users, Contact,
Documents, and Award Status tabs appear only after you save the organization
information. Make sure to save each tab information as you go.
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My Applicant Profile : Yoda Property Manager

L4 Organization Information Address Users Contact >

Organization Name EIN

Yoda Property Manager

Organization Type DUNS Number
Monprofit -
Website URL Main Phone
+13031231234
Fax Mumber

Figure 60: My Applicant Profile — Organization Information Tab

3. Optional: On the Address tab, fill in the necessary fields.
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My Applicant Profile

Mailing Address

Adgress Line 1

County

Postal Code

Physical Address

Adgress Ling 1

County

Organization Information

: Yoda Property Manager

Address Users

Address Line 2

State/Province/Ragion

Same as Mailing Address

Address Line 2

Slate/Province/Ragion

Postal Code

Contact Documant »
City
Couniny

--Zelect Country-- -
City
Couniry

--Sebec] Country-- b

Figure 61: My Applicant Profile — Address Tab

4. Optional: Add a user. The user you registered with is automatically a user. Other users

become applicant delegates.
a. Click the Users tab.

My Applicant Profile : Yoda Property Manager

see more users.

Organization Information Address Users Contact Documents Award Status
Use the
+ New drop-down
list to
W Full Name Ac‘::"“o“”u"“ Organization Name Job Title Phone Number Email choose how
many users
Sun Shine Yoda Property Manager Grants Manager +13031231234 ;shma@app\[cant.co VOU see in
Donald Duck v Yoda Property Manager Grants Coordinator 13037896789 dduck@applicant com the grid ata
Lo 2 Use the arrows to [« @ > v « ¥ time.

Total number of users

Figure 62: My Applicant Profile — Users Tab
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b. Click ¥ New. The Create New User dialog box appears.

My Applicant Profile : Yoda Property Manager

Organization Information Address Users Contact Documents Award Status
+ New:l Add user
B Ful Name |: - Organization Name Job Title Phone Number
Sun Shine Yoda Property Manager Grants Manager +13031231234
Donald Duck v Yoda Property Manager Grants Coordinator 13037896789
Total: 2

K{’bﬂ‘n

Email

sshine@applicant co
m

dduck@applicant.com

~

c. On the User information tab, fill in the necessary fields.

@ Note: The red asterisks indicate required fields.

Figure 63: Add User

Create Mew User

User Informatian Addness

First Hama *
Last Marme -

Job Titks

Email Addiess ™

Phong Numibar

Liser Mame ©

Password *

Password (repeat]

- [

Figure 64: Create New User — User Information Tab
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d. Optional: On the Address tab, fill in the necessary fields.

e. Click [Z] save to save the user. A green User Privilege popup appears at the top
right of the screen. Repeat steps 4b-4d for each user.

County

User Information

Create New User

Address Line 1

Postal Code

Address

Address Line 2

State/Province/Region

City

Country

—Select Country—-

Save the use|:|
Cancel | |

~

f.

« User Privillege

Delegate user created successfully

Figure 65: Create New User — Address Tab

Tip: If you are the primary applicant, you can choose to give access to
confidential questions. If you are an Applicant Delegate — Confidential user
or Applicant Delegate — Standard user, you cannot do this action. Marking
users as confidential is not necessary to complete this step.

Click the radio button next to the user you wish to give confidential question

access. Uncheck the radio button to revoke confidential question access.

Organization Information Address Users Contact Documents Award Status
4+ New
B Full Name !: e Organization Name Job Title Phone Number Email
Sun Shine . Ity Manager Grants Manager +13031231234 sshine@applicant.com
Applicant
Donald Duck 3 rty Manager Grants Coordinator 13037896789 dduck@applicant.com
Delegate —
Mickey Mouse . rty Manager mmouse@applicant.com
Confidential role
Total: 3 LI | o L 10 Vv

Figure 66: User Applicant Delegate — Confidential
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Organization Information Address Users Contact
+ New
Confidential Question
B FullName - Organization Name
Sun Shine R roperty Manager
Applicant
Donald Duck v Property Manager
Delegate —
Mickey Mouse Property Manager
:l Standard role
Total: 3

Documents Award Status
Job Title Phone Number Email
Grants Manager +13031231234 sshine@applicant.com
Grants Coordinator 13037896789 dduck@applicant.com
mmouse@applicant.com
LI | ° L | 0 v

Figure 67: User Applicant Delegate — Standard

5. Optional: On the Contact tab, add a contact. The user you registered with is

automatically a contact.

My Applicant Profile : Yoda Property Manager Use the
drop-
Organization Information Address Users Contact Documents Award Status down "St
to choose
+ New
how many
contacts
- LD Access Ciganizalion Namke Job Ta Phons Humber Emal you see in
Sun Shine Yoda Property Manager Grants Manager +13031231234 sshine@applicantcom | thie grid at
- 71| atime.
= Use the arrows to (& -7
Total number see more contacts.
of contacts

Figure 68: Create New User — Contact Tab

Click + New. The Create New Contact dialog box appears.

My Applicant Profile : Yoda Property Manager

Organization Information

Address Users Contact
[+ e |"—| Add contact |
B Ful Name Confidential Question ¢ 0 7afion Name
Sun Shine Yoda Property Manager
Total: 1

Documents Award Status

Job Title Phone Number =]

Grants Manager +13031231234 sshine@applicant.com

Kio)ﬂ

10 v

Figure 69: Add Contact
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b. On the Contact Details, fill in the necessary fields.
@ Note: The red asterisks indicate required fields.

Create new contact

Contact Details Address

First Name * Last Name *
Job Title * Email *
Phone Number * Fax Number

cencel

Figure 70: Create New Contact — Contact Details Tab

c. Optional: On the Address Details, fill in the necessary fields.
d. Click [Z] save to save the contact to the grid. A blue Saved Successfully popup
appears at the bottom right of the screen. Repeat steps 8a-8d for each contact.

Create new contact

Contact Details Address
Address Line 1 Address Line 2 City
County State/Province/Region  Country

Postal Code
Save the contact

to the grid.

Cancel

@ Saved Successfully.
Figure 71: Create New Contact — Address Tab

6. Optional: On the Document tab, add a document.
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Tip: If you are a primary applicant or an Applicant Delegate — Confidential user, you can
choose to mark documents as confidential. If you are an Applicant Delegate —
Standard user, you do not have the option to mark documents as confidential.
Confidential documents are marked with a lock. Confidential documents do not
show up in the grid for Applicant Delegate — Standard users. Marking documents as
confidential is not necessary to complete this step.

a. Optional: Click the Confidential Document radio button to mark the document
as confidential.

My Applicant Profile : Yoda Property Manager

Organization Information Address Users Contact Documents Award Status

B Choose File I ¥ Confidential Document ] B Save @© Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2).pdf PDF File 11-21-2021
Total 1 @ o~

Figure 72: Mark Document as Confidential

b. Click li Choose File.
c. Upload the file. The name of the file replaces the Choose File button.

My Applicant Profile : Yoda Property Manager

Organization Information Address Users Contact Documents Award Status
Choose File ¥ Confidential Document B save © Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2).pdf PDF File 11-21-2021
Total: 1 R | a > M 10 v

l

My Applicant Profile : Yoda Property Manager

Organization Information Address Users Contact Documents Award Status

I B Application for - Better Education for Neighborhood Kids.docx I v Confidential Document B Save © Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2) pdf PDF File 11-21-2021
Total: 1 Wt o Ll

10 v

Figure 73: Add Attachment to Profile
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d. Click @ save to save the document to the grid. A blue Saved Successfully popup
appears at the bottom right of the screen. Repeat steps 6a-6¢ for document.

My Applicant Profile : Yoda Property Manager

Total: 1

Organization Information Address Users Contact Documents Award Status
[ Application for - Better Education for Neighborhood Kids. docx v Confidential Document @© Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2) pdf PDF File 11-21-2021

H<°bﬂ

m v
© Saved Successfully.
Figure 74: Save Attachment to Profile

My Applicant Profile : Yoda Property Manager

Organization Information Address Users Contact Documents Award Status

I Choose File v Confidential Document B Save @© Cancel

Application for - Better Education for

Neighborhood Kids.docx
\Rewew Report (2).pdf

Word Document 11-22-2021

PDF File 11-21-2021

Confidential documents
are marked with a lock.

Total 2

Figure 75: Confidential Document

7. Optional: Check the status of an award.
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My Applicant Profile : Yoda Property Manager Use the drop-
,,,,,,, T — down list to
e choose how
[o— v s many
pres— Prject Name SmiedDats  AmountRequested St announcements
Total number of Em"g b RSSO ) s "“”“ .7| you seein the
UL T Use the arrows to see grid at a time.
more announcements.

Figure 76: Create New Contact — Award Status Tab

a. Click the Award Status tab.

b. Use the Announcement drop-down list to choose an announcement.
Or
Use the search bar to find an announcement.

Use the Announcement drop-down
list to choose an announcement. Contact | Use the search bar to
find an announcement.

Announcement

No Filter (0) - I

Announcement Project Name ‘Submitted Date Amount Requested Status
Better Education for Kids Riverside Community 09/03/2021 $10,000.00 AWARD
Total: 0 T o PN 0w

Figure 77: Choose Announcement

8. Click B Save to save the applicant profile and close the dialog box. A blue Saved
Successfully popup appears at the bottom right of the screen.

applicantsupport@grantvantage.com Page 41



CrantVantage

Applicant Instructions

My Applicant Profile

My Applicant Profile : Yoda Property Manager
Organization Information Address Users Contact Documents Award Status
Announcement
No Filter (0) v Search
Announcement Project Name Submitted Date Amount Requested Status
Better Education for Kids Riverside Community 09/03/2021 $10,000.00 AWARD
Total: 0 H ° P M 0w
Save the e
. . Save
applicant profile. a
@ Saved Successfully.

Figure 78: Save Applicant Profile
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Users

View the users related to the application. You can view active or inactive users.

<+ New

Use the search bar to look for users.

Users 1

Yoda Property

Sun Shine sshine@applicant.com Manager Use the drop_
Donald Duck v dduck@applicant.com ;‘:ﬁ;ﬁpeny o down list to
M | Use the arrowsto | > [ @ ] ~] choose how e
users you see in
see more users. h id .
Total number of users the grid at a time.

Figure 79: Active Users Screen

Active

You can view active users.

<+ New

Use the search bar to look for users.

Users l

Yoda Property
Sun Sh hine@appl t (]
un Shine sshine@applicant.com Manager Use the drop_
Donald Duck v dduck@applicant.com LTnZ;?pmV o down Iist tO
M | Use the arrows to | [ @ ] =] choose how S
Users you see in
see more users. . .
Total number of users the grid at a time.

Figure 80: Active Users Screen

1. From the site map, click [,1 Users and choose I Active from the drop-down list. The
Active Users screen appears.
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Users

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application

My Applicant Profile

}E Users

Y

ol

Active

¥ Inactive

Figure 81: Site Map — Active Users

Inactive
You can view inactive review panels.
4+ New
Users | Use the search bar to look for users. |
| |Search Q ‘
Confidential Question
B  Name Emall Organization Unit Active
Donald Duck v dduck@applicant.com \h:;d;gljerc:peny [x] Use the drop-
down list to
Total: 1 Use the arrows to | — 10 7] | choose how e
—— See more users. RSy
Total number of users | the grid at a time.

Figure 82: Inactive Users Screen

1. From the site map, click E Users and choose Inactive from the drop-down list. The

Inactive Users screen appears.
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Users

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application

My Applicant Profile

ﬂ Users
Active

1 Inactive

Figure 83: Site Map — Inactive Users
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Users

Create a User

You complete this action from both the Active Users and Inactive Users options from the
sitemap. You can mark an applicant as confidential only if you are a primary applicant.

1. From the site map, click E Users and choose € Active from the drop-down list. The
Active Users screen appears.

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application

My Applicant Profile

ﬂ Users

—j Active

¥ Inactive

Figure 84: Site Map — Active Users

2. Click * New. The Create New User dialog box appears.

+ Nea Create a user
Users
‘ [Bearch
B Neme mwmm Emall Organization Unit Active
Sun Shine sshine@applicant.com denaa;;cr)peﬂy (]
Donald Duck v dduck@applicant.com ‘“cloadnaa:::peﬂy o
Total: 2 M 4 o 2 M 10 v

Figure 85: Create User

Under the Active column:
° 0 indicates the user is inactive.
° O indicates the user is active.
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3. Onthe User information tab, fill in the necessary fields.
@ Note: The red asterisks indicate required fields.

The default is the
organization you are
viewing. You cannot
switch with a different
organization.

Create New User

User Information Address

First Name *

Last Name *

Parent Organization *

Yoda Property Manager

Job Title

Email Address *

Phone Number

User Name *

Password *

Password (repeat) *

Cancel B Save

Figure 86: User Screen — User Information Tab

4. On the Address tab, fill in the necessary fields.

@ Note: The red asterisks indicate required fields.

5. Click 2] save to save the user. They appear in the grid. A blue Saved Successfully popup
appears at the bottom right of the screen. Repeat steps 2-5 for each user.
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Users

Create New User

User Information Address

Address Line 1 Address Line 2 City
County State/Province/Region Country

—-Select Country-- v
Postal Code

Save the user

-1

© Saved Successfully.
Figure 87: Create New User — Address Tab

6. Optional: Check the radio button under the Confidential Question Access column to give

the user access to confidential questions. A green Update Successfully appears. Marking

a user confidential is not necessary for completing this task. Uncheck the radio button

under the Confidential Question Access column to deny the user access to confidential

questions.

® Note: If you are the primary applicant, you can choose to give access to confidential
guestions. If you are an Applicant Delegate — Confidential user or Applicant Delegate
— Standard user, you cannot do this action.

+ New
W Ful Name Confidential Question oo anization Name Job Title Phone Number Email
. sshine@applicant.co
Sun Shine Yoda Property Manager Grants Manager +13031231234 m
Donald Duck Yoda Property Manager Grants Coordinator 130378956789 ::luck@apphcanl co
Total: 2 M 1°> W0

B Save

@ Update Successfully
Figure 88: Give Confidential Access
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Users

+ New
Users
® Name Confidential Question Email Organization Unit Active
Sun Shine sshine@applicant.com Yoda Property Manager (]
Donald Duck D dduck@applicant.com Yoda Property Manager (V]
Total: 2 LRI | o > M 10 v
@ Update Successfully

Figure 89: Deny Confidential Access
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Users

Edit a User

1. Optional: Use the search bar to find a user.

2. Double-click the user to edit it. The Edit User dialog box appears.

+ New + Active [§ Deactive Command bar

Users

Use the search bar to find a user.

Organization Unit

Total: 1 T

Single-click the user to display the command bar.

3. Edit the necessary fields for each tab.

Figure 90: Display User Commands

@ Note: The red asterisks indicate required fields.
4. click®] save. The changes are saved. A blue Saved Successfully popup appears at the
bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit.

Create New User

User Information Address

Address Line 1 Address Line 2

County State/Province/Region

Postal Code

City

Country

—Select Country— v

Save the user

© Saved Successfully.

Figure 91: Create New User — Address Tab
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Users

Activate a User
You complete this action from both the Active Users and Inactive Users options from the
sitemap.

1. Optional: Use the search bar to find a user.
2. Single-click the user to display the command bar.

+ New + Active [§ Deactive Command bar

Users

Use the search bar to find a user.

Total: 1 T

Single-click the user to display the command bar.

Figure 92: Display User Commands

3. Click W Activate. A message popup asks if you are sure you want to activate the user.

+ New + Activate [ Deactive

Users

Figure 93: Activate User

4. Click Yes. The user is deactivated. A green Activated Successfully popup appears at the
bottom right of the screen. Repeat steps 1-4 for each user you wish to deactivate.

Are you sure?

Do you really want to activate the User(s)

Figure 94: Warning to Activate User
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Users

Deactivate a User

You complete this action from both the Active Users and Inactive Users options from the

sitemap.

1. Optional: Use the search bar to find a user.
2. Single-Click the user to display the command bar.

4 New + Active [§ Deactive

Command bar

Users

Use the search bar to find a user.

Total: 1 T

Single-click the user to display the command bar.

Figure 95: Display User Commands

Ly
3. Click & Deactivate. A message popup asks if you are sure you want to deactivate the

user.

< New + Activate

Users

[ Deactive

Figure 96: Deactivate User

4. Click Yes. The reviewer is deactivated. A green Activated Successfully popup appears at the
bottom right of the screen.Repeat steps 1-4 for each reviewer you wish to deactivate.

Are

you sure?

Do you really want to deactivate the User(s)

Yes

No

Figure 97: Warning to Activate User
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View the contacts related to the application.
4 New
Contacts

@ Full Name Organization Name Job Title Phone Number Email

Test Contact Yoda Property Manager Project Manager 13037896789 tcontact@applicant.com
Use the drop-

Donald Duck Yoda Property Manager Project Director 3031231234 dduck@applicant.com down list to

Total: 2 Use the arrowsto  |— 10 \Zl choose how many

see more contacts. contacts you see in
| Total number of contacts the grid at a time.
||

Figure 98: Contacts Screen

Add a Contact

1. From the site map, click Contacts. The Contacts for Applicant page appears.

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application
My Applicant Profile
Users

& Contacts

Figure 99: Site Map - Contacts

2. Click ¥ New. The Create New Contact dialog box appears.
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Contacts

+ New:| Create a contact

Contacts
Full Name Organization Name Job Title Phone Number Email
1 tact | t
Test Contact Obi-wan Organization Project Manager 13037896789 ccoc’r: act@applican
dduck | t.
Donald Duck Obi-wan Organization Project Director 3031231234 uck@applicant.co

m

Total: 2 L 40) M 10 v

Figure 100: New Contact
3. On the Contact Details tab, fill in the necessary fields.
@ Note: The red asterisks indicate required fields.

Create new contact

Contact Details Address

First Name * Last Name *
Job Title * Email *
Phone Number * Fax Number

Cancel B Save

Figure 101: Create New Contact — Contact Details Tab

4. Optional: On the address tab, edit the the necessary fields.
@ Note: The red asterisks indicate required fields.

5. Click 5] save to save the contact They appear in the grid. A blue Saved Successfully
popup appears at the bottom right of the screen. Repeat steps 2-4 for each contact.
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Contacts
X
Create new contact
Contact Details Address
Address Line 1 Address Line 2 City
County State/Province/Region  Country
Postal Code
Save the contact
to the grid.

© Saved Successfully.

Figure 102: Create New Contact — Address Tab
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Edit a Contact
1. Double-click the user to edit it. The Edit User dialog box appears.

4 New
Contacts
B Full Name Organization Name Job Title Phone Number Emall
Test Contact Yoda Property Manager Project Manager 13037896789 tcontact@applicant.com
I Donald Duck Yoda Property Manager Project Director 3031231234 dduck@applicant.com I
Total: 2 T M 4 o P M 10 v
| Double-click the contact to edit it. |

Figure 103: Edit Contact

2. Edit the necessary fields for each tab.
@ Note: The red asterisks indicate required fields.

3. click[%] save. The changes are saved. A blue Saved Successfully popup appears at the
bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit.

X
Create new contact
Contact Details Address
Address Line 1 Address Line 2 City
County State/Province/Region  Country
v

Postal Code

Save the contact

to the grid.

Cancel

@ Saved Successfully.
Figure 104: Create New Contact — Address Tab
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Contacts

Delete a Contact

1. Click the radio button next to the name of contact to display the command bar.

4 New W Delete

Contacts
Full Name Organization Name Job Title Phone Number Email
Test Contact Yoda Property Manager Project Manager 13037896789 tcontact@applicant.com
D Donald Duck Yoda Property Manager Project Director 3031231234

dduck@applicant.com
Total: 2 Click the radio button next to the name o4 o L
of contact to display the command bar.

10 v

Figure 105: Click Contact

2. Click Delete W . A message popup asks if you are sure you want to delete the contact.

+ New W Delete

Contacts

Figure 106: Delete Contact

3. Click Yes. The contact is deleted. A green Deleted Successfully popup appears at the
bottom right of the screen. Repeat steps 1-4 for each contact you wish to delete.

Are you sure?

Do you really want to delete the Contact(s)

e @ Deleted Successfully.

Figure 107: Warning to Delete Contact
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Documents

Documents

View documents related to the application.

Documents
Command bar

I B Choose File @ Save © Cancel I

A0800s [N Document Neree i thend b Use the drop-down
e POF File 0182021 list to choose how
el doc 06.03-2021 many documents
— Use the arrows to see bl u|- 5 3 you see in the grid
— more documents. at a time.

Total number
of documents

Figure 108: Documents Screen

Primary Applicant and Applicant Delegate — Confidential vs.
Applicant Delegate — Standard Users

Primary applicants and Applicant Delegate — Confidential users can choose to mark documents
as confidential. Applicant Delegate — Standard users do not have the option to mark documents
as confidential. Confidential documents are not visible for Applicant Delegate — Standard users.

Primary Applicant and Applicant Delegate — Confidential User
Commands

Command Options Description
Choose File ‘ Choose the file you want to upload.
Confidential Document @ Mark a document as confidential. Only primary
applicants and Applicant Delegate — Confidential users

can use this feature.

Confidential documents are marked with a lock and are
not seen by Applicant Delegate — Standard users.

Save Save the file you want to upload.

Cancel If you choose a file you do not want to upload, you can

cancel uploading the file.

QD

Table 3: Document Command Options
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Documents
Applicant Delegate — Standard User Commands
Command Options Description
Choose File ‘ Choose the file you want to upload.
Save B Save the file you want to upload.
Cancel (N If you choose a file you do not want to upload, you can
cancel uploading the file.

Table 4: Document Command Options

Add a Document

1. From the site map, click El Documents. The Attach Document for Applicant screen
appears.

Applicant

Yoda Property Manager

Funding Announcement
My Submitted Application
My Applicant Profile
Users

Contacts

! Documents

Figure 109: Site Map - Documents

2. Optional: Click the Confidential Document radio button to mark the document as
confidential.

Tip: If you are a primary applicant or an Applicant Delegate — Confidential user, you can
choose to mark documents as confidential. If you are an Applicant Delegate —
Standard user, you do not have the option to mark documents as confidential.
Confidential documents are marked with a lock. Confidential documents do not
show up in the grid for Applicant Delegate — Standard users. Marking documents as
confidential is not necessary to complete this step.
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My Applicant Profile : Yoda Property Manager
Organization Information Address Users Contact Documents Award Status
B Choose File I ~  Confidential Document I B Save @ Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2) pdf PDF File 11-21-2021
Total: 1 W @ on 0w

3. Click W choose File.

Figure 110: Mark Document as Confidential

4. Upload the file. The name of the file replaces the Choose File button.

My Applicant Profile : Yoda Property Manager

Total: 1

Organization Information Address Users Contact Documents Award Status
B Choose File | ~| Confidential Document B Save © Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2) pdf PDF File 11-21-2021
Total: 1 M ‘6’ M ov
My Applicant Profile : Yoda Property Manager
Organization Information Address Users Contact Documents Award Status
I [B Application for - Better Education for Neighborhood Kids docx I v! Confidential Document B Save © Cancel
Actions Document Name Document Type Date Uploaded
Review Report (2).pdf PDF File 11-21-2021

L] 10) M 10 v

Figure 111: Add Attachment to Profile

5. Click I save to save the document to the grid. A blue Saved Successfully popup appears
at the bottom right of the screen. Repeat steps 3-5 for each document.
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Documents

My Applicant Profile : Yoda Property Manager

Organization Information Address Users

B ~pplication for - Better Education for Neighborhood Kids docx

Actions Document Name Document Type

Review Report (2).pdf PDF File

Total: 1

Contact

¥ Confidential Document

Documents Award Status
B Save @© Cancel
Date Uploaded
11-21-2021

© Saved Successfully.
Figure 112: Save Attachment to Profile

My Applicant Profile : Yoda Property Manager

Organization Information Address Users

BiChoose File || Confidential Document B Save

Application for - Better Education for
Neighborhood Kids.docx

Word Document

Review Report (2).pdf PDF File

Confidential documents

Total: 2 )
are marked with a lock.

Contact

@© Cancel

Documents Award Status

11-22-2021

11-21-2021

Figure 113: Confidential Document
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Documents

Delete a Document

1. Click the radio button next to the name of document to display the command bar.

Documents

il Delete

Actions Document Name

Document Type Date Updated
D Application for - Better Education for Kids pdf PDF File 09-05-2021
Total: 1 Click the radio button next to the name 4 0 bR oY
of contact to display the command bar.

Figure 114: Click Document

2. Click W Delete. A message popup asks if you are sure you want to delete the document.

Documents

W Delete

Figure 115: Delete Document

3. Click Yes. The document is deleted. A green Deleted Successfully popup appears at the
bottom right of the screen. Repeat steps 1-4 for each document you wish to delete.

Are you sure?

Do you really want to delete the Document(s)

i “ @ Deleted Successfully.

Figure 116: Warning to Delete Document
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Applicant Question Types
Attachment — Budget Template

To complete this question, add an attachment of the Budget Template.

1. If necessary, click “Click here to download Budget Template”.
2. Fillin the Budget Template.

B Save © Finish Later [ Application Report %

Application © Objective Template © Budget Template ©

View All Questions =

NEXT ©

Category 10f 3 © 0% Complete &0

Sub-Section 001
Question 10f5 @ 8 Save

Question 1 *
Enter Budget Templlate

B Choose File To Upload

I Click here to download Budget Template I

|

File  Home Insert Draw  Pagelayout Formuls Data  Review  View  Help
v By . V| B & - erge v [[Genera

v i Budget Detail Worksheet

A 8 C D
Budget il Worksheet
Worksheet Instructions
Note: This document requires macros be enabled to work properly. Please ensure that
macros are enabled before entering any data. You may be able to enable macros by
choosing the "Enable this content" option from the Security Warning Ribbon above.

Home | Inset  Pageloyout  Fomulas  Data  Review  View  Acobat
20 ¥ o S— = =
o & Calior (A== ] |[EEesre
e 4 Copy = a2l [ 1 0
aste A I ) [werge o come] “owe |8 2
" Fromatpainter | B 4 B E ¥ ||y 1" || [ b 8|
Clipboard g Font Algrment Number
@ Security Waming  Macros have been gisabled Options.

If the ribbon is not visible you may have been prompted to enable macros when you
_ opened the document as pictured here. If you elected to disable macros,

EEETIEREET I 2 | x || please close the document and reopen
@ it with macros enabled.

snless the and you trust Re

hazards, this file.
More nformation
P
; l:umoﬂ:

= Budget Sheat Instructions & Budget Detail - Year 1 @ Budget Datail - Year 2 Budget Summary  Example - Budget Detail Shest  Definitions

Figure 117: Download Budget Template
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3. Click I3 choose File to Upload.
4. Choose from grid.
Or
Click i choose File.
a. Upload the document.
b. Click I3 save.
5. Click Save.

B Save © Finish Later [ Application Report A x

Application © Objective Template © Budget Template ©

View All Questions =

NEXT ©

Category 10f3 © 0% Complete &0

Section 001

Sub-Section 001
Queston10f5 ©® @ Save

Question 1*
Enter Budget Templlate

B Choose File To Upload

Click here to download Budget Template.

Documents A x
|  Example.docx 05-18-2021
v| Example 2.docx 06-10-2021
Save the document
Total: 2 | to the grid. Mo« o P M 10w
Upload a new E
|B Choose File B Save @® Cancel
document.
Close m
Save the document(s)

to the question

Figure 118: Upload Budget Template
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Attachment — Other

To complete this question, add an attachment.

1. click B choose File to Upload.
2. Choose from grid.
Or
Click i choose File.
a. Upload the document.
b. Click I3 save.
3. Click Save.

B Save © Finish Later I Application Report @ x
Application @ Objective Template © Budget Template @
View All Questions =
@ PREVIOUS NEXT ©
Category 10f3 © 0% Complete &0
Sub-Section 001

O Question20of5 © a Save

Question 2
Add an attachment

B Choose File To Upload

Documents 3 x
v Example.docx 05-18-2021
v| Example 2.docx 06-10-2021
Save the document

Tota: 2 | to the grid. oL o v
Upload a new E

[ Choose File B Save @© Cancel
document.

Close Save

Save the document(s)
to the question

Figure 119: Add Attachment
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Checklist

To complete this question, choose from the checklist. You can choose the options that best
answer the question. This is a multi-select dropdown and users must select the checkbox next
to the option to select.

1. Use the drop-down list to choose from the checklist.

B Save @ Finish Later [ Application Report g x

Application © Objective Template © Budget Template ©

View All Questions =

Q@ PREVIOUS NEXT ©

Category 10f3 @ 0% Complete &0

Section 001

Sub-Section 001

@ Question3of5 © @ Save

Question 3~
Use the checkiist to answer the question

Choose v

B Choose File To Upload

l

B Save @ Finish Later [ Application Report dx

Application © Objective Template © Budget Template ©

View All Questions =

@ PREVIOUS NEXT ©

Category 10f3 & 8% Complete &0
Section 001

Sub-Section 001

©@ Question3of5 © @ Save

Question 3
Use the checklist to answer the question

Checklist Option 1 v
Q x
. P: h = =
Checklist Option 2 -

B Choose File To Upload

Figure 120: Choose from Checklist
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Contact Lookup

To complete this question, lookup a contact. Contacts are created in the Applicant Profile in the
Contacts Section or can be created by selecting the 4+ on the Contact Lookup field.

Add an Existing Contact

1. Click Search Q. The Pick Contact dialog box appears.
2. Click Select next to the contact’s name. The contact’s name appears in the Contact

Lookup Field.

@ save O Finish Later [ Application Report

Application © Objective Template © Budget Template ©

View All Questions =

@ PREVIOUS

Category 10f3 © 8% Complete

Section 001
Sub-Section 001
©® Questiondof5 ©

B Save

Question 4 *

&- +

Please answer this question

B Choose File To Upload

Use the search feature to find someone in the Pre-Award system.

NEXT©

Pick contact

Actions Full Name
E Sun Shine

Donald Duck
Mickey Mouse

H 1°>N 10 v

Total: 3

Figure 121: Search Contact
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B Save © Finish Later [ Application Report

Application € Objective Template © Budget Template €

View All Questions =

O PREVIOUS

Category 10f 3 © 8% Complete

Sub-Section 001
O Question4of5 @ a Save

Question 4 *

ISun Shine Q x + I

B Choose File To Upload

Section 001

Use the search feature to find someone in the Pre-Award system

NEXT ©

@0

Add a New Contact

Figure 122: Contact Name in Answer Field

1. Click New . The Create New Contact dialog box appears.

2. Fill in the necessary fields.
@ Note: The red asterisks indicate required fields.

3. Click 2] Save. The contact’s name appears in the Contact Lookup Field.
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B Save © Finish Later [ Application Report %

Application © Objective Template © Budget Template ©

View All Questions =

O PREVIOUS NEXT©

Category 10f3 © 8% Complete &0

Section 001

Sub-Section 001

O Question4of5 © @ Save

Question 4 *
Use the search feature to find someone in the Pre-Award system

Qx

Please answer this question

B Choose File To Upload

X
Create new contact
First Name * Last Name *
Job Title * Email *
Phone Number * Fax Number
T
Save the
Cancel B Save
contact.

Figure 123: Create New Contact Question
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@ Save @ Finish Later [ Application Report o x

Application © Objective Template © Budget Template ©

View All Questions

O PREVIOUS NEXT ©

Category 10f3 © 8% Complete &0

Section 001

Sub-Section 001
Q@ Questiondof5 © B Save

Question 4 *
Use the search feature to find someone in the Pre-Award system.

Sun Shine Q x <+

B Choose File To Upload

Figure 124: New Contact Name in Answer Field
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Date

To complete this question, input a date. For example, 12/01/2021.
@ Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a

date or use the calendar.

B Save @ Finish Later | Application Report

Application € Objective Template € Budget Template @

View All Questions =

QO PREVIOUS NEXT ©

Category 10f 3 © 8% Complete @0
Section 001
Sub-Section 001
0@ Queston50f5 © B Save

Question 5 *
Enter a date

Please answer this g

B Choose File To Uj < January 2022 »

4 16 17 18 19 20 21 22
5 23 24 25 26 27 28 29

6 30 N

Figure 125: Choose Date
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Date Range

To complete this question, input a date range. For example, 12/01/2021 - 11/30/2022.
@ Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a

date or use the calendar.

B Save © Finish Later [ Application Report

Application @ Objective Template €

View All Questions

@ PREVIOUS

Q@ Category20of3 © 8% Complete

Sub-Section 002

O Question1of4 € B Save
Question 6 *
Enter a date range.
Start Date ™
{ January 2022 }]

3 8 10 11 12 13 14 15
4 16 17 18 19 20 21 22
5 23 24 25 26 27T 28 29
6 30 A

Budget Template €

Section 002

NEXT ©

&0

End Date *

Please answer this question

Figure 126: Choose Date Range
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Decimal Number

To complete this question, input a decimal number.

B Save © Finish Later [§ Application Report ¥ %

Application Objective Template Budget Template @

View All Questions

Q@ PREVIOUS NEXT ©

Q@ Category20of3 © 8% Complete &0

Section 002

Sub-Section 002

Q Queston2of4 © g Save

Question 7 *
Enter a decimal number.

314

B Choose File To Upload

Figure 127: Enter Decimal
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Formatted Text

To complete this question, input text. Narrative fields may have a character limit that will display
the maximum number of characters an applicant response may contain. The character limit will
count down until it reaches zero (0), and the system will not allow you to continue typing. If

there is no character limit it will be indicated by a double dash (--).

@ Save © Finish Later W Application Report “ x
Application @ Objective Template © Budget Template €
View All Questions =
NEXT ©

@ PREVIOUS

O Category2of3 © 8% Complete &0

Section 002
Sub-Section 002
© Question3of4 © a Save
Question 8 *
Enter text to complete the question

B I U 5 aral v loptv Aw & v t+ Tr

= EE=EE o0 X & ¢ =

Paragraph v = v i

Please answer this question Remaining Characters: 500

B8 Choose File To Upload

@ Save @ Finish Later [ Application Report

Application @ Objective Template € Budget Template ©

View All Questions
@ PREVIOUS NEXT @

@ Category20f3 © 8% Complete &0

Section 002
Sub-Section 002
@ Question3of4 ©® @ Save

Question 8 *
Enter text to complete the guestion

B I U = aal v 0pty Av 4w tx Tr

o @ K & ¢ =

Paragaph v = v

This is example text

B Choose File To Upload Remaining Characters: 479

Figure 128: Formatted Text Character Limit
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Grid - Fixed Row

To complete this question, complete the grid. You cannot add or delete fixed rows. Fields may
be Date, Number, Currency, or Limited Text. Number and Currency columns may have a Total
or Average section at the bottom.

B save © Finish Later [ Application Report @ x

Application © Budget Template ©

View ANl Quastons =

@ PREVIOUS NEXT ©

Category 10f 1 0% Complete &

New Types

New REporting

@ Question 110f12 @  [J Applicant Answer. Not Applicable B Save

Grid - Fixed Row
Foxnd Column - Sysism -
Column-Name-
Generated

Row 1 [or12022 | [ | [ss0000 | | [200 | | 010172022 ]

Row2 02282022 | o | [s15000 || [wiaget | (02012022 ]

Row3 [o3312022 ] |2 | [s1.000.00 [ | | (030172022 J

Row 4 [04m02022 ] e | [ss0000 | [sss || [pam12022 ]

Row s [05312022 [EL | [s25000 | [ame || [osm12022 ]
Total: 287 Average: § 480.00

—
13 Choose File To Upload

Figure 129: Grid — Fixed Row
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Grid - Standard

To complete this question, add or delete rows and complete the grid. Fields may be Date,

Number, Currency, or Limited Text. Number and Currency columns may have a Total or Average

section at the bottom.

B Save © Finish Later [ Application Report

View All Questions =

New Reporting

@ Question9of12 © @ Show Instrucion ] Applicant Answer: Not Applicable @ Save

Grid Standard
Small groups (4-6 writers) meel for a hour every week with an English Language Specialist who facikitates the group. Groups may be disciplinary o infer-discipiinary. Each week

one or more members share a draft of something they are writingthey ask group members for feedback (¢.9.. Are my ideas clear? Is the paper wel organized? What confused you? Is this the right

word/phrase? Da you see any errors?)group members ask questions, respond 1o the text, make suggestions for clarfication or revisionthe facitator teaches wriing techniques, strategies, and grammar paints
wihere appropriate

Please note: The facilitator's role is not o teach a wriling “class” but fo guide the group foward productive discussions about their wiriting. Ideally, vriiting groups become high-funclioning and aulenomous over fime.

I Arewnin | ores

Cumency with Sum Limited Text
[ 013172022 ] Ell £l $1.000.00] || §50000) [Supplies ]
[ 02282022 ] Ell EN 520000 | [ 5750.00 [Fringe Benefits | w
Total: 121.00 Total: $1,250.00
<+ Add New Row
8 Choose File To Upload

@ PREVIOUS NEXT©
Category 16f 1 0% Complete )
New
New Reporting
@ Question9of12 @ @ Show instruction [ Applicant Answer: NotApplicable B Save
Grid Standard *
Small groups (4-6 writers) meet for a hour every week with an English Language Specialist who faciitates the group. Groups may be disciplinary or inter-disciplinary. Each week
one or more members share a drafl of something they are wrilingthey ask group members for feedback (e.g., Are my ideas clear? Is the paper well organized? What confused you? Is this the right.
word/phrase? Do you see any erors?)group members ask questions. respond to the text. make suggestions for clarification or revisionthe faciiitator tleaches writing techniques. sirategies. and grammar points
wnere spproprate
Please note. The facilitalor's role is not lo teach a wriing “class” but fo guide the group loward productive discussions about their writing Ideally, wriling groups become high-functioning and aulonomous over fime.
S O N oo | oo i
[ 0173172022 B 78 $1,000.00] 550000 [Supplies L
Total: 78.00 Total: $500.00
+ Add New Row
B Choose File To Upload
B Save @ Finish Later [ Application Report a2
View All Questions =
@ PREVIOUS NEXT©
Category 1 of 1 0% Complete &

Figure 130: Grid — Standard
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Add a Row

1. Click + Add New Row.
2. Fillin the rows. Repeat steps 1-2 for each row.

@ Note: If there is a row limit, it will display with the Remaining Row indicator. It counts

down until you reach the limit. The system will not let you add more rows past the
limit. Otherwise, there is no row limit.

B Save @ Finish Later [§ Application Report

@ x
View All Questions =
@ PREVIOUS HEXT©
Category 10f 1 0% Complete &
New Types
New Reporting
@ Question9of12 @ @ Shawinstruction [ Applicant Answer: Not Applicable @ Save
Grid Standard
Smail g1oups (4.6 writers) et fo a hour every week wih an Englsh Language Speciaist wha facitates the group. Groups may be Sscpinary of inter-disciplinary. Each week
ane or more members share a drafl of something they are wrilingthey ask group members for feedback (e.g , Are my ideas clear” Is the paper well organized” What confused you? Is this the right
wordiphrase? Do you see any erfors?)group members ask questions, respond to the lext, make suggestons for clarfication o revsicnihe faciiator leaches wiing fechniques, stitegies, and grammar points
where appropriate
Please note: The facilitator’s role is not o feach a wriing “Class” but fo guide the group loward produclive discussions about their wiiling. Ideally. wriling groups become high-functioning and autonomous over fime
I O o | oreeim L
| 0173172022 | || 78| $1.000.00] $500.00) [Supplies | W
Total: 78.00 Total: $500.00
+Add New Row Remaining Rows: 9
B Choose File To Upload
B Save @ Finish Later [l Application Report 2 ¥
View All Questions =
@ PREVIOUS NEXT @

Category 10f 1 0% Complete
New Types

New Reporting
@ CQuestion 90of 12 €@ @ Show Instruction  [J Applicant Answer: Not Applicable i@ Save
Grid Standard

Small groups (4-6 writers) meet for a hour every week with an English Language Specialist who faciktates the group. Groups may be disciplinary or iner-giscipinary. Each week:

‘one or mare members share a drat of something they are writingthey ask group members for feedback (e.g., Are my ideas clear? Is the paper wel organized? What confused you? Is this the right

word/phrase? Do you see any errors?)group members ask questions, 1espond 1o the text, make suggestions for clarfication or revisionthe faciltator teaches wring techniques, strategies, and grammar paints.
where appropriate

Please note: The faciltator's role is not 6 teach a wrifing “class” but fo guide the group toward productive iscussions about thelr writing. Ideally, writing groups bacome high-funcioning and aulonamous over fime
= e e e o

[ 013172022 ] 45|

B | oeman e

78] | 51,000.00] || 550000) [Suppiies ]
[ 022812022 ] El 43| | $20000] || $75000) [Fringe Bensfits | u
Total: 121,00 Totak: $1,250.00
4+ Add New Row
@ Choose File To Upload

Figure 131: Grid — Standard
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Grouped Questions

To complete this question, answer the grouped questions. Fields may be Date, Number,

Currency, or Limited Text.

® Note: If the ‘N/A’ option is selected, the question is greyed-out and does not require an
answer.

B save © Finish Later [N Application Report A x
Application © Budget Template ©

View All Questions =

O PREVIOUS NEXT©

Category 10f 1 0% Complete &0

New REporting

O Question100f12 © @ ShowInstruction [J Applicant Answer: Not Applicable @ Save

Grouped Question *
Small groups (4-6 writers) meet for a hour every week with an English Language Specialist who facilitates the group. Groups may be disciplinary
or inter-disciplinary. Each week

one or more members share 3 draft of somathing they are writingthey 3sk group members for feedback (2 g, Are my deas
clear? Is the paper well organized? What confused you? Is this the right word/phrase? Do you see any errors?)group members
ask questions, respond to the text, make suggestions for clarification or revisionthe facilitator teaches writing techniques,
strategies, and grammar points where appropriate

Please note: The facilitator’s role is not to teach a writing “class” but to guide the group toward productive discussions about their writing. Ideally,
wiriting groups become high-functioning and autonomous over time.

Name * Sun Shine Applicant Answer: Not Applicable

V

Remaining Characters: 491

Joining Date * 01/03/2022 Applicant Answer. Not Applicable

Salary * $50,000.00

Mobile Number * 3031231234

B Choose File To Upload Remaining Characters: 980

Figure 132: Grouped Questions
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If Pick Option, Then Attach

To complete this question, choose from the picklist options. This is a single select, which means
you can only select one option. Depending on which picklist you choose, you may be required
to attach a document to complete the question. If the "Choose File to Upload" button appears,
you must attach a document. Otherwise, the answer will not save. If the "Choose File to
Upload" button does not appear, the answer saves.

1. Use the drop-down list to choose from the options.

B save © Finish Later [ Application Report

Application © Budget Template ©
View All Questions =
@ PREVIOUS NEXT ©
Category 1 of 1 0% Complete &o
New Types
New REporting

O Question50f12 © (] Applicant Answer: Not Applicable @ Save

If Pick Option Then Attach - Optional *

Option-1 v

| Option-2 |

Figure 133: If Pick Option, Then Attach

If there is an attachment required and you try to save the answer, the system will pop
up a red warning to attach a file and not save the answer.

B Save © Finish Later [ Application Report i
Application © Budget Template [x]

View All Questions =

@ PREVIOUS NEXT ©

Category 10f 1 0% Complete &0

New Types

New Reporting
O Question6of12 © [J Applicant Answer: Not Applicable @ Save

If Pick Option Then Attach - Required *

Option-1 v

Please upload a file to save the answer

Figure 134: If Pick Option, Then Attach — Error
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2. click I3 choose File to Upload.
3. Choose from grid.

Or

Click ] Choose File.

a.

Upload the document.

b. Click B Save.
4. Click Save.

Application ©

Category 1 0f 1

B save @ Finisn Later [l Appiication Repert

Budget Template ©

View All Questions =

Q@ PREVIOUS

New Types
New REporting
@ Question50f12 @  [] Applicant Answer

If Pick Option Then Attach - Optional *

option-1

IB Choose File To Upload I

0% Complete &o

Not Applicable [ Save

NEXT©

Documents

B Document Name Date Uploaded

v Example.docx

| Example 2.docx

Total: 2

Upload a new
document.

Save the document
to the grid.

EChocse File B Save © Cancel

g x

05-18-2021

06-10-2021

Save the document(s)
to the question

Figure 135: If Pick Option, Then Attach — Add Attachment

applicantsupport@grantvantage.com Page 80



FUNDER INSTRUCTIONS
CrantVantage

Announcement Question Types

If Pick Option, Then Checklist

To complete this question, choose from picklist options. Depending on which picklist you
choose, you may be required to select options from a checklist dropdown to complete the
guestion. If the checklist dropdown appears, you must select checklist options. Otherwise, the
answer will not save. If the checklist drop-down does not appear, the answer saves.

1. Use the drop-down list to choose from the options.

B Save @ Finish Later [§ Application Report “

Application © Budget Template ©

View All Questions =

@ PREVIOUS NEXT ©

Category 1 of 1 0% Complete &0

New REporting
@ Question70f12 © @ Show Instruction  [J Applicant Answer: Not Applicable @ Save

If Pick option then Checklist - Optional *

Small groups (4-6 writers) meet for a hour every week with an English Language Specialist who facilitates the group. Groups may be
disciplinary or inter-disciplinary. Each week:

one or more members share a draft of something they are writingthey ask group members for feedback (e.g., Are my ideas
clear? Is the paper well organized? What confused you? Is this the right word/phrase? Do you see any emors?)group
members ask questions, respond to the text, make suggestions for clarification or revisionthe facilitator teaches writing
techniques, strategies, and grammar points where appropriate

Please note: The facilitator’s role is not to teach a writing “class” but fo guide the group toward productive discussions about their viriting
Ideally, writing groups become high-functioning and autonomous over time:

Option-1 v
Option-1
Option-2 v

B Choose File To Upload

Figure 136: If Pick Option, Then Checklist

2. Optional: Use the drop-down list to choose from the checklist.
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B Save © Finish Later [§ Application Report

Application © Budget Template ©

View All Questions =

Q@ PREVIOUS NEXT ©
Category 1 of 1 0% Complete &0
New REporting

@ OQuestion7of12 © @ Show Instruction [J Applicant Answer: Not Applicable @ Save

If Pick option then Checklist - Optional *
Small groups (4-6 writers) meet for a hour every week with an English Language Specialist who facilitates the group. Groups may be
disciplinary or inter-disciplinary. Each week:

one or more members share a draft of something they are writingthey ask group members for feedback (e.g., Are my ideas

clear? Is the paper well organized? What confused you? Is this the right word/phrase? Do you see any emrors?)group
members ask questions, respond to the text, make suggestions for clarification or revisionthe facilitator teaches writing

techniques, sirategies, and grammar points where appropriate

Please note: The facilitator's role is not to teach a writing “class” but to guide the group toward productive discussions about their writing
Ideally, writing groups become high-functioning and autonomous over time.

| Option-1 v

| Check Option 1 v

(] Check Option 2
[_] Check Option 3
B Choose File To Upload

Figure 137: If Pick Option, Then Checklist — Checklist Options
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If Yes/No, Then Attach

To complete this question, choose yes or no. This is a single select, which means you can only
select one option. Depending on which answer you choose, you may be required to attach a
document to complete the question. If the "Choose File to Upload" button appears, you must
attach a document. Otherwise, the answer will not save. If the "Choose File to Upload" button
does not appear, the answer saves.

1. Use the drop-down list to choose yes or no.

B save @ Finish Later [l Application Report A %

Application © Budget Template ©

View All Questions =

NEXT ©

Category 1 0f 1 0% Complete &o

New Types

New REporting
Question 10f 12 © [ Appiicant Answer: Not Applicable i@ Save

If Yes/No Then Attach - Optional *

Yes v

Yes

Figure 138: If Yes/No, Then Attach

If there is an attachment required and you try to save the answer, the system will pop
up a red warning to attach a file and not save the answer.

B Save © Finish Later [§ Application Report 9 x

Application © Budget Template ©

View All Questions =

@ PREVIOUS NEXT ©

Category 1of 1 0% Complete &0

New Types

New Reporting

O Question3of12 © [J Applicant Answer: Not Applicable B Save

If Yes/No Then Attach - Required

Yes v

B Choose File To Upload

Please upload a file to save the answer

Figure 139: If Yes/No, Then Attach — Error
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2. Optional: Click B choose File to Upload.
3. Choose from grid.
Or
Click i choose File.
a. Upload the document.
b. Click I3 save.
4. Click Save.

B save @ Finish Later W Application Report A x

Applicaion ©@  Budget Template ©

ViewAll Questions =

NEXT ©
Category 1of 1 0% Complete &
New Types
New REporting
Question 10f12 @ [ Applicant Answer: Not Applicable @ Save
I Yes/No Then Attach - Optional

~

Documents ax
B Document Name Date Uploaded
+  Example.docx 05-18-2021
v Example 2.docx 06-10-2021

Save the document
Tota: 2 | to the grid. LR ° > M 0w

Upload a new

I Choose File B Save ® Cancel
document. E

Close Save

Save the document(s)
to the question

Figure 140: If Yes/No, Then Attach — Add Attachment
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If Yes/No, Then Checklist

To complete this question, choose yes or no. This is a single select, which means you can only
select one option. Depending on which answer you choose, you may be required to select
options from a checklist dropdown to complete the question. If the checklist dropdown
appears, you must select checklist options. Otherwise, the answer will not save. If the checklist
drop-down does not appear, the answer saves.

1. Use the drop-down list to choose yes or no.

B save @ Finish Later [l Application Report eIl

Application @ Budget Template ©

View All Questions =

@ PREVIOUS NEXT ©

Category 1 of 1 0% Complete &o

New Types

New REporting

@ Question30f12 © (J Applicant Answer: Not Applicable i@ Save

If Yes/No Then Checklist - Optional *

Yes v

|No | "

B Choose File To Upload

Figure 141: If Yes/No, Then Checklist

2. Optional: Use the drop-down list to choose from the checklist.
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B save @ Finish Later . Application Report

Application © Budget Template ©

View All Questions =

Q@ PREVIOUS

NEXT ©

Category 1 of 1 0% Complete &éo

New REporting

O Question3of12 © [J Applicant Answer: Not Applicable [ Save

If Yes/No Then Checklist - Optional *

Yes v
Check Option 1 v
_J Q x

~ Check Option 1

| Check Option 2

B Choose File To Upload

Figure 142: If Yes/No, Then Checklist — Choose from Checklist
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Money

To complete this question, input a dollar amount.

@ Save @ Finish Later [ Application Report M ox

Application € Objective Template @ Budget Template €

View All Questions

@ PREVIOUS NEXT ©

Q@ Category20f3 © % Complete @0

Section 002

Sub-Section 002

@ Question4of4 @ @ Save

Question 9 *
Enter a dollar amount.

$90,000,000,000.00 I

B Choose File To Upload

Figure 143: Enter Dollar Amount
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Number

To complete this question, input a number.

B Save © Finish Later [ Application Report E %

Application € Objective Template @ Budget Template ©

View All Questions

@ PREVIOUS NEXT ©

O Category3of3 8% Complete &0

Sub Section 3
@ AQuestion1of4 © 8 Save

Question 10 *

Enter a number.

8047

B Choose File To Upload

Figure 144: Enter Number
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Percentage
To complete this question, input a percentage.
B Save @ Finish Later [ Application Report o x
Application Objective Template © Budget Template ©

View All Questions =

@ PREVIOUS NEXT ©

@ Category30f3 15% Complete &0

Sub Section 3
Q@ Question2of4 © @ Save

Question 11 *

Enter a percentage.

100.00%

B Choose File To Upload

Figure 145: Percentage
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Picklist

To complete this question, choose from a picklist. This is a single select, which means you can
only select one option.

B Save @ Finish Later [§ Application Report ¥ x

Application € Objective Template Budget Template ©

View All Questions =

O PREVIOUS NEXT ©

@ Category3of3 15% Complete &0

Sub Section 3
@ Question3ofd © B Save

Quesyion 12 *

Use the picklist to answer the question

Yes v

Yes

No

Figure 146: Choose from Picklist
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Small Text

To complete this question, enter text. This is an unformatted text box. Narrative fields may have a
character limit that will display the maximum number of characters an applicant response may
contain. The character limit will count down until it reaches zero (0), and the system will not
allow you to continue typing. If there is no character limit it will be indicated by a double dash (-

).

8 Save @ Finish Later [ Application Report 15

Application @ Objective Template € Budget Template @

View All Questions =

@ PREVIOUS

@ Category3of3 15% Complete &0
Section 3

Sub Section 3
O Question 4 of 4 a Save

Question 13 *
Enter text to complete the question.

g

Please answer this question I Remaining Characters: 100 I

@ Choose File To Upload

8 Save © Finish Later [ Application Report 9 ox

Application @ Objective Template @ Budget Template @

View All Questions =

@ PREVIOUS

@ Category30f3 15% Complete &0

Sub Section 3
@ Question40f4 R Save

Question 13 *
Enter text to complete the question

This is example text

B Choose File To Upload I Remaining Characters 79'

Figure 147: Small Text Character Limit
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Objective Tools

You can add, edit, or delete parts of the Objective template. Use the arrows to expand the list
of objectives, performance measures, and grant activities. When you are done modifying the
Objective template, save it to lock it.

Command bar

Update Objective m
arrow to Goal ‘ + Add Goal] Add a goal- .

expand =
Goal Name Goal Description Start Date End Date
H ~
the |lSt. | (9 Existing Objective

Use the

Objectives (1 H d b' i
fectives (1 Edit or delete the objective.
CLTEAD Ref. Id ORISEEIS Objective Description Manager Start Date End Date
Use the Number Name
P HTS_TST & Falguni
v 1 2491 HTS_TST & HTS_POS 10/01/2020 10/31/2020 4
arrow to I \_/ HTS_POS - - Patel 2 u
p (a Performance Measure (4) + Add Measure
. =
the list. — ,
Ref. Id Veasure Manager Type Planned Actual Active
Describe the
sources for the . -
14171 data that you Falguni Patel Narrative Not Started Z u
are reporting
~
(v) rant Activities (2 + Add Activity
Ref. 1d Grant Activities Manager Start Due Date Active
8.1: Conducting
onsite
reorientations in
8.1 index testlr_\g and Falguni Patel 10/01/2020 10/13/2020 Not Started Z W
strengthening PITC
and use of
Screening tool in
supported sites
8.2: Conduct
82 District Supportive Falguni Patel 10/01/2020 10/14/2020 Not Started € u
Supervision

Figure 148: Goals and Objectives
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Goal + Add Goal ;
Goal Name Goal Description Start Date End Date
'E') Existing Objective
Objectives (1)
Use the arrow ::"::::e Ref. 1d ::J:‘:'" Objective Description Manager Start Date End Date
N HTS_TST & Falguni -
tO expand the () 2491 HTS.POS HTS_TST & HTS_POS patel 10/01/2020 | 10/31/2020 & W
list of
pertormance essore@ | +Adaasre | Add a performance measure.
erformance
p Ref. Id :::':;’:"“ Manager Type Planned Actual Active
measures. bescrt
escribe the
1417 1 ZZ::::E;TE Falguni Patel Narrative Not Started I Z & I
are reporting
.
(V) Grantactiviies@ |+ AddAchiy Edit or delete the performance measure.
Ref. Id Grant Activities Manager Start Due Date Active
8.1: Conducting
onsite
reorientations in
index testing and .
81 strengthening PITC Falguni Patel 10/01/2020 10/13/2020 Not Started % u
and use of
Screening tool in
supported sites
8.2: Conduct
82 District Supportive  Falguni Patel 10/01/2020 10/14/2020 Not Started Z u
Supervision

Figure 149: Performance Measures

applicantsupport@grantvantage.com

Page 93



CrantVantage

Applicant Instructions

Objective Tools

Use the arrow
to expand the
list of grant
activities.

Update Objective

Objective Instucions
End Date

Start Date End Date

10/01/2020  10/31/2020 & W
Active
Not Started Z w

Active

Not Started IE’{ L l

Edit or delete grant activity.

Goal <+ Add Goal
Goal Name Goal Description Start Date
(\:} Existing Objective
Objectives (1)
Objective Objective _— -
e Ref. Id o Objective Description Manager
l[\-/\ 1 2491 HTS_TST & HTS_TST & HTS_POS Faiguni
) HTS_POS - - Patel
(~)
() Performance Measure (4) + Add Measure
Performance
Ref. 1d Measure Manager Type Planned Actual
Describe the
14171 sourcesforthe | o\ patel Narrative
data that you
are reporting
Grant Activities (2) I =+ Add Activity I
Ref. Id Grant Activities Manager Start Due Date
8.1: Conducting
onsite
reorientations in
index testing and
8.1 ,g Falguni Patel 10/01/2020 10/13/2020
strengthening PITC
and use of
Screening tool in
supported sites
8.2: Conduct
8.2 District Supportive Falguni Patel 10/01/2020 10/14/2020
Supervision

Not Started Z u

Figure 150: Grant Activities
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Objective Tools

Add a Goal

You can only add a goal if the Goal checklist is ticked.

Update Objective
Goal radio
button
Goal <+ Add Goal

1. Click + Add Goal. The Goal dialog box appears.
2. Fill in the necessary fields.

@ Note: The red asterisks indicate required fields.
3. Click = Save. The goal appears in the grid. Repeat steps 1-3 for each goal you wish to

add.

Goal

Update Objective

+ Add Goal

|

Figure 151: Goal Radio Button

Goal

Start Date

End Date

Save the goal

Cancel

l

B save

Figure 152: Add Goal
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Add an Objective

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.

2. Click + Add Objective. The Objective dialog box appears.

Update Objective

Goal <+ Add Objective

3. Fill in the necessary fields.
@ Note: The red asterisks indicate required fields.
4. Click[Z] save. The objective appears in the grid. Repeat steps 2-4 for each objective you

wish to add.

Figure 153: Add Objective

Objective

Objective Name *

Objective Start Date *

Goal *

Ref. Id

Objective Description *

Objective Number *

Objective End Date *

Manager *

~ --Select Manager--

Cancel

F 3

Save the new

objective.

Figure 154: Objective Dialog Box
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Add a Performance Measure

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.

2. Use the arrow next to the objective to expand the list.

3. Click + Add Measure. The Performance Measure dialog box appears.

Objectives (1)

Use the
arrow to
Number Ref. ld :I:J'::ﬁu-

expand the
objective’s E '

(e ZEh Objective Description Manager

HTS_TST & Falgun
- TsT P
HTS_POS HTS.TST & HTS_POS Patel

2491

Start Date End Date

102020 1032020 & OW

performance Performance Measure (4) <+ Add M'-‘“UE Add a performance measure

measures X

Y

and grant Use the arrow to expand the list of performance measures.

activities.

4. Fill In the necessary fields.
@ Note: The red asterisks indicate required fields.

Figure 155: Add Measure

5. Click %] save. The performance measure appears in the grid. Repeat steps 3-5 for each

performance measure you wish to add.

Performance Measure a
Measure Description *
Type of Measure * Manager *
MNumber ~ --Select Manager-- ~
Start Date * End Date *

This field is grayed-out unless you
choose Actual from the Execution field.

Reference ID

Planned * Actual

Execution *

Results ~

Cancel Afp——

Save the new
performance
measure.

Figure 156: Performance Measure Dialog Box
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Add a Grant Activity

1. Optional: Use the arrow to expand the goal’s objectives.
2. Use the arrow next to the objective to expand the list.
3. Click + Add Activity. The Grant Activity dialog box appears.

Use the arrow Objectives 1)
to expand the (=i Ref. 1d S Objective Description Manager Start Date End Date

Number : Name

3 Aot
ObJeCtlve s w 1 24, :;;-:‘E:S& HTS_TST & HTS_POS ;:Ilg:m 104012020 10v31/2020 W i
performance E -
measures and » | Performance Measure (4) + Add Measure
grant activities. . .
Add a grant activity.

Use the R oueDace —
arrow to recentaionsin

expand the

list of grant

activities.

Figure 157: Add Activity
4. Fill In the necessary fields.
@ Note: The red asterisks indicate required fields.
5. Click = Save. The grant activity appears in the grid. Repeat steps 2-5 for each grant
activity you wish to add.

Grant Activity a
[ Activity Description * |
Start Date * Due Date *

This field is
grayed-out, which
means you Active Manager *
cannot edit it. It Not Started - -Select Manager-- v
changesonceyou | — | Save the new
collect data. j grant activity.

K

Figure 158: Grant Activity Dialog Box
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Edit an Objective

. Optional: Use the arrow next to the goal to expand the goal’s objectives.
Use the arrow next to the objective to expand the list.
Choose the objective you wish to modify.

Click Edit @ The Objective dialog box appears.

P wNPE

Goal | + Add Otjective

Use the
arrow to
expand the
objective’s E
performance f
measures
and grant
activities.

Objective o Objective

Number Name SRLDES

Objective Description Manager End Date

Engage
Bag Engaging with local stakeholders to remave all
General Lecal - To Be
4 barriers to access for persons seeking recovery
Determined

1/28/202 12302021 el | |
Population Stakeholder " o/zBz0z0 oz "
. from opicid and stimulant use disorders

Edit the objective.

Figure 159: Edit Objective
5. Edit the necessary fields.
@ Note: The red asterisks indicate required fields.
6. Click %] Save. The changes to the objective appear in the grid. Repeat steps 3-6 for each
objective you wish to modify.

Obijective a3

Objective Name *

Objective Start Date *

Goal *

Objective Number *

Objective End Date *

Manager *

~ --Select Manager-- ~

Ref. Id

Objective Description *

Cancel

Save the new
objective.

Figure 160: Objective Dialog Box
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Objective Tools

Edit a Performance Measure

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.
2. Use the arrow next to the objective to expand the list.
3. Use the arrow next to the performance measure to expand the list.
4. Choose the performance measure you wish to modify.
5. Click Edit @ The Performance Measure dialog box appears.
Use the
arrow to
expand the
objective’s
performance
measures Ouieetives(h
and grant Y mw ST |emsmemye T SdEn | GREm
activities. E : M e | WTSTSTAHTSpOS bt Toz0
T Edit the
et |: pertrmance Messre ()| 4+ Adsveanae performance
arrow to Ret.Id :_':‘:L:‘"" Manager Type Planned Actual o IMEasure
expand the sources for che _
list of e | PO Sl
performance
measures.

Figure 161: Edit Performance Measure
6. Edit the necessary fields.
@ Note: The red asterisks indicate required fields.
7. Click B Save. The changes to the performance measure appear in the grid. Repeat steps
4-7 for each performance measure you wish to modify.

Performance Measure a

Measure Description *

Type of Measure * Manager *

Number N ~-Select Manager-- ~

Start Date * End Date *

This field is grayed-out unless you
choose Actual from the Execution field.

Planned * Actual

Execution™*

Results ~

Save the new
- performance
Cancel B Save B —
measure.

Figure 162: Performance Measure Dialog Box
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GrantVantage

Applicant Instructions

Objective Tools

Edit a Grant Activity

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.
2. Use the arrow next to the objective to expand the list.
3. Use the arrow next to the grant activity to expand the list.
4. Choose the grant activity you wish to modify.
5. Click Edit @ The Grant Activity dialog box appears.
Use the
arrow to
expand the
objective’s cheche [ ol o pcten Masger  Sacome tndone
performance oo | T8 engagingwinloca sakenckdrs oremoreal
measures [© - bopdion | S D0 XS 7 O SO g | OV 10000 0 W
and grant '
activities. >) berformance Maasure (1) | 4 Add Moasure
Use the E GrantAccivides(t) | 4 Add Actviy Edit the grant
arrow to Ref. 1d ::I::::::wm Manager Dus Date ~{ activity.
expand the | cocoroumon 22078 - ropepeermivd  ovanaoe 121302021 Not Started @ |u
list of grant fen
activities.

6. Edit the necessary fields.

Figure 163: Edit Grant Activity

@ Note: The red asterisks indicate required fields.
7. Click B Save. The changes to the grant activity appear in the grid. Repeat steps 4-7 for

each grant activity you wish to modify.

Grant Activity

Activity Description *

Start Date *

This field is
grayed-out, which

means you Active
cannot edit it. It Not Staried

changes once you Ref. Id
collect data.

Due Date *

Manager *

--Select Manager-- ~

Save the new
grant activity.

Can Ce‘

Figure 164: Grant Activity Dialog Box
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Applicant Instructions

Objective Tools

Delete an Objective

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.

2. Use the arrow next to the objective to expand the list.

3. Choose the QE)jective you wish to delete.

4. Click Delete M. A warning appears asking if you are sure you want to delete the

objective.
Use the ol | 400 Objcte
arrow to Obiectve g OHOCthe | i cuive Deseripion Moagee  StriDse  EndDate
expand the : s | B engagingithocalstakeholders toremoveall |
objective’s E ’ Populaon | Stakehalder 1 e e e | Determined 01020, TR0 @E
performance : /
measures
and grant Delete the objective
activities.
Figure 165: Delete Objective
5. Click Yes. The objective disappears from the grid. Repeat steps 3-5 for each objective

you wish to delete.

Are you sure?

Do you really want to delete the Objective(s)

Yes

Figure 166: Warning to Delete Objective
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Applicant Instructions

GrantVantage

Objective Tools

Delete a Performance Measure

1. Optional: Use the arrow next to the goal to expand the goal’s objectives.
Use the arrow next to the objective to expand the list.

Use the arrow next to the performance measure to expand the list.
Choose the pf_rformance measure you wish to delete.

v ehwnN

Click Delete M . A warning appears asking if you are sure you want to delete the
performance measure.

Use the
arrow to
expand the
objective’s
performance
measures Objectives (1)
and grant ::‘;::’ Ref. Id ::‘:‘:‘i" Objective Description Manager Start Date End Date
activities. E 1 2491 ::;—;SDTS& HTS_TST & HTS_POS ;‘;'i“l'"' 10012020 105312020 & W
[
~) Performance Measure (4] + Add Measure
Use the E
arrow to Ret. i T Manager e Delete the performance measure
Describe the
expand the . OUCESTT  Cgipae Narrave voisanes Tzl w
list of are reporting
performance
measures.

Figure 167: Delete Performance Measure

6. Click Yes. The performance measure disappears from the grid. Repeat steps 4-6 for each
performance measure you wish to delete.

Are you sure?

Do you really want to delete the Performance Measure(s)

Figure 168: Warning to Delete Performance Measure
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Applicant Instructions

Objective Tools

De

1.

v ehwnN

lete a Grant Activity

Optional: Use the arrow next to the goal to expand the goal’s objectives.
Use the arrow next to the objective to expand the list.

Use the arrow next to the grant activity to expand the list.

Choose the grant activity you wish to delete.

Click Delete M. A warning appears asking if you are sure you want to delete the grant
activity.

Use the
arrow to
expand the

objective’s
performance
measures
and grant
activities.

Objective
Number

» | Performance Measure (1) ‘ o Add Measure

Objective
Name

Ref. Id Objective Deseription Manager Start Date End Date

Engage
Local

Stakehalder
s

Engaging with local stakeholders to remove all To B
0 Be
barriers to access for persons seeking recovery
Determined

from opioid and stimulant use disorders

General
Population

01/28/2020 12/30/2021 ;g |

Use the
arrow to

I (v Grant Activities (1) <+ Add Activity

Ref. Id

Grant Activities Manager

Develop Advertising

Delete the
grant activity

Actll

for promaoting
General Population F &
recavery-related

events

expand the Mzls

list of grant

To Be Determined 01/28/2020 12/30/2021 Not Started

activities.

Figure 169: Delete Grant Activity

Click Yes. The grant activity disappears from the grid. Repeat steps 4-6 for each grant
activity you wish to delete.

Are you sure?

Do you really want to delete the Grant Activities(s)

Figure 170: Warning to Delete Grant Activity
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Applicant Instructions

CrantVantage

Budget Tools

Budget Tools

@ Note: The items you can add/change depend on the properties selected when the
announcement was made.

You can add, edit, or delete parts of the Budget Template. Enter the amounts of money in the
cells that are white. Cells that are light blue are not editable. You can also add sub-categories
and sub-sub-categories, edit sub-categories and sub-sub-categories, and/or delete sub-
categories and sub-sub-categories. Click the green Budget Justification i icon to show budget
calculations and the budget narrative.

View the Budget
Instructions for

T T | | (hechceuidetines
Save Budget Budget I

to prepare your
budget for
submission.

Use the drop-down list
to choose a budget year.

B Save © Finish Later I Ap) @ %

Project Name™  petter Education for Neighborhood Kids ¥ Year Year 1 - |

~ Personnel

e
udgettools | | .

[ Project Manager

[ Personnel - other

Salafly by Position

[ Fringe Benefits « Personnel

& TraveT

= Project Manager

ersonnel - other
A
|

Single-click the green Budget Justification
icon next to a category to show budget
calculations and the budget narrative.

Figure 171: Budget Tools

~Personnel

justification(s) for

| Notes about the
the change(s).

Project Director I

Name of category. Budget calculations

Figure 172: View Budget Calculations

applicantsupport@grantvantage.com Page 105



GrantVantage

Applicant Instructions

Budget Tools

Add Budget Calculations and Budget Narratives

1. Single-click the green BN symbol next to a category. The Budget Categories dialog box.

@ Note: The dialog box fields are different based on the budget category.

Budget Categories Direct Cash Match  In-Kind Match Total Leveraged
BN Fringe —F
~Supplies ~Supplies TN+ B $0.00 $0.00 $0.00 $0.00
~ Widgets S Y+ W $0.00 $0.00 $0.00 $0.00
BN Laser Mouse
BN Laser Mouse
BN Widgets - other
BN Widgets - other| Supplies - other
BN Supplies - other
Total $0.00 $0.00 $0.00 $0.00 $0.00
en Fringe
« Supplies
~ Widgets

Example dialog box

eN Laser Mouse

V!Egets - other

Single-click the green BN
symbol next to a category to
display budget calculations

BN Supplies - other

and the budget narrative.

Figure 173: Add Budget Calculations and Narrative

2. Fill in the necessary fields and add the appropriate information.

Total

$0

$0

Budget Categories

Budget Category

Cost

00

In-Kind Match Funds

.00

Budget Narrative

Cash Match Funds

$0.00

Total Requested Amount

$0.00

Cancel B Save

Figure 174: Budget Categories Dialog Box
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GrantVantage

Applicant Instructions

Budget Tools

3. Click @ Save. The budget calculations and budget narrative appears in the table at the
bottom of the page. Repeat steps 1-3 for each budget calculation and narrative.

Budget Calculations

Budget Categories
Displays
Fringe | the
budget
category

Displays the
total amount
of budget
calculations

Total Cost: $0.00
Cash Match Funds:
$100.00

In-Kind Match Funds:
$1,000.00

Total Requested
Amount: $0.00

Example test.

Budget Narrative

Displays the budget
narrative about the
specific budget category

Figure 175: Save Budget Calculations and Narrative
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Applicant Instructions

GrantVantage

Budget Tools

Add a Parent Category
1. Hover over a parent category to display the budget tools.
2. Hover over New +.
3. Click New Parent Category.

Cash Match  In-Kind Match Total

en Fringe
BN Supplies rNEF+
Total Add a parent r New Parent Category $0.00 $0.00 $0.00 $0.00

catEgorv' New Sub-Category

Figure 176: Add Parent Category
4. Type in the new name for the parent category.

5. Click Save B .

*"NE+E

[Ew

BN Fringe

Type the name of

the parent category. |‘— Save the parent

category.

Figure 177: Save Parent Category

Edit a Parent Category

1. Hover over a parent category to display the budget tools.
2. Click Edit [,

Click the blue arrow
to expand the list.

Edit the parent category.

+ Personnel

» Project Director m + 8

Figure 178: Edit Parent Category
3. Type in the new name for the parent category.

4. Click Save B . The new parent category appears.

*"NE+E

[Ew

BN Fringe

Type the name of
the parent category. |'—

Save the parent
category.

Figure 179: Save Parent Category
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Applicant Instructions

CrantVantage

Budget Tools

Delete a Parent Category
1. Hover over a parent category to display the budget tools.

2. Click Delete W . A popup appears asking if you are sure you want to delete the sub-
category.

Click the blue arrow Delete the parent category.

to expand the list.

~Personnel

» Project Director = +I;I
Figure 180: Delete Parent Category

3. Click Yes. The parent category is deleted.

Are you sure?

Do you really want to Delete.

Yes No

Figure 181: Warning to Delete Category
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Applicant Instructions

CrantVantage

Budget Tools

Add a Sub-Category

1. Click the blue arrow next to a parent category to expand the list.
2. Hover over a sub-category to display the budget tools.

3. Hover over New +.

4. Click New sub-Category.

_ 2 b eatonony
add a sub-category.
Click the blue ~Personnel gory

arrow to === } Project Director B‘mi
expand the list.

eN Project Coordinator I New sub-Category I

BN Equipment
New sub-Sub-Category

BN Supplies

Figure 182: Add Sub-Category
5. Type in the name of the sub-category.
6. Click Save B . The sub-category is added to the grid.

Save the sub-category.

~ Personnel

Type the name of the sub-category.

Figure 183: Save Sub-Category

Edit a Sub-Category

1. Click the blue arrow next to a parent category to expand the list.
2. Hover over a sub-category to view the budget tools.
3. Click Edit [,

Expand All Click Edit to type in a new
Click the blue arrow name for the sub-category.
- ¥ Personnel

to expand the list. ]

» Project Director @i+ w
Figure 184: Edit Sub-Category

4. Type in the name of the sub-category.
5. Click Save B .

Save the sub-category.

~ Personnel

Type the name of the sub-category.

Figure 185: Save Sub-Category
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Applicant Instructions

GrantVantage

Budget Tools

Delete a Sub-Category

1. Click the blue arrow next to a parent category to expand the list.
2. Hover over a sub-category to display the budget tools.

3. Click Delete . A popup appears asking if you are sure you want to delete the sub-
category.

Click the blue arrow Delete the sub-category.

to expand the list.

~ Personnel

» Project Director @ +Ii I
Figure 186: Delete Sub-Category

4. Click Yes. The sub-category is deleted.

Are you sure?

Do you really want to Delete.

Yes No

Figure 187: Warning to Delete Category
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Applicant Instructions

CrantVantage

Budget Tools

Add a Sub-Sub-Category

1. Click the blue arrow next to a budget category to expand the list.

2. Click the blue arrow next to a sub-category category to expand the list.
3. Hover over New +.
4

Click New sub-Sub-Category. The new sub-category is added to the grid.

Hover over New to add
- b-sub-categor
. a sub-sub- :
CIICk the blue y ~Personnel gory $ 0.0
arrow to <

expand the list.

=& Project Director B‘I'f'li $0.0

BN Project Coordinator

New sub-Category

BN Equipment

New sub-Sub-Category

BN Supplies

Figure 188: Add Sub-Sub-Category
5. Type in the name of the sub-category.

6. Click Save B . The new sub-sub-category is added to the grid.

~ Personnel

Save the sub-sub-category.

B

~ Project Director

Type the name of the sub-sub-category.

Figure 189: Save Sub-Sub-Category

Edit a Sub-Sub-Category

1. Click the blue arrow next to a budget category to expand the list.
2. Hover over a sub-category to view the budget tools.

3. Click Edit [,
Expand Al

Click the blue |« Personnel Click Edit to type
arrow to < in a new name

T . . ,\ —
expand the list. Project Director | gor the sub-sub-  +w
BN test category. ~ ||+ .

Figure 190: Edit Sub-Sub-Category
4. Type in the name of the sub-category.

5. Click Save B .

applicantsupport@grantvantage.com Page 112



Applicant Instructions

CrantVantage

Budget Tools

~ Personnel

Save the sub-sub-category.

B

~ Project Director

Type the name of the sub-sub-category.

Figure 191: Save Sub-Sub-Category

Delete a Sub-Sub-Category

1. Click the blue arrow next to a budget category to expand the list.
2. Hover over a sub-sub-category to view the budget tools.

3. Click Delete W. There is a warning asking if you are sure you want to delete the sub-sub-

category.
Click the
blue arrow - - Personnel
to expand e Z+u Delete to the sub-
the list. BN test = +IE sub-category.

Figure 192: Delete Sub-Sub-Category

4. Click Yes. The sub-category is deleted.

Are you sure?

Do you really want to Delete.

Yes N

Figure 193: Warning to Delete Category
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Applicant Instructions
Gl’ antVantage Budget Tools

Move a Category Up or Down on the Grid

1. Hover over a category to display the budget tools.

2. Hover over Move Up ™ to move the category up the grid.
Or
Click Move Down \If to move the category down the grid.

Budget Categories i Cash Match  In-Kind Match Total Leveraged
8N Fringe TV|EF 4+ W
8N Supplies 7+ 8

Total $0.00 $0.00 $0.00 $0.00 $0.00

Figure 194: Category Commands

applicantsupport@grantvantage.com Page 114



| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Budget Calculation/Narrative Tools

@ Note: The ability to add calculations or narratives depend on the properties selected at the
time of announcement creation.

You can complete budget calculations and/or narratives for each budget category.

Add a Budget Calculation or Budget Narrative

1. Optional: Single-click the green Budget Justification fl next to a category to show
budget calculations and/or the budget narrative. The Budget Justification dialog box
appears. The calculations you see depend on the template.

Application @ Objective Template @ Budget Template @

Save Budget Budget Instructions

Project Name* Better Education for Neighbo  + Year* Year 1 ~

[ Personnel TN+ T
[ Fringe Benefits
[ Consultants/Contractors f Personnel
& Supplies f Fringe Benefits
[ Travel
fEl [consultants/Contractors
Total $000 $0.00

r 3

Single-click the green Budget Justification
icon next to a category to show budget
calculations and the budget narrative.

Figure 195: Add Budget Justification

2. Fill in the necessary fields.

3. Click Save B to save the budget calculation and/or budget narrative. The budget
calculation and/or budget narrative appears in the grid below. Repeat steps 1-3 for each
budget calculation or budget narrative.
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FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Budget Justification

Budget Category Name

Personnel

Name

Salary
§100,000.00

Time Worked(# of hours, days, months, years)

1

Total Cost

Only
appearsifa
Budget
Narrative is
required

$10,000.00

Budget Narrative

Budget Calculation Form

Personnel

Position

Rate

Yearly

Percentage of Time

10%

Total Requested Amount

$10,000.00

Save budget
calculation
and/or narrative.

Cancel

}

Application @ Objective Template ©

Project Name* Better Education for Neighbo v

Year*

Expand All
& Personnel
[ Fringe Benefits
[ Consultants/Contractors
[ Supplies
& Travel
Total

Name

Position

Salary: $100,000.00
Rate: Yearly

Time Worked: 1
Percentage of Time:
10%

Amount:
Bl Personnel

Budget Template @

Total Cost. $10,000.00
Total Requested

Save Budget Budget Instructions

Year 1 v
Direct Total
$ 10,000.00 $ 10,000.00
rE+E
$10,000.00 $10,000.00

Spent 10% of time.
$10,000.00

Figure 196: Save Budget Calculation/Narrative
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Budget Calculation Template Types
Construction

Calculate how the cost to construction an item.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
— with the budget category name. | Budget Calculation Form set by the funder.

Budget Category Name I I Budget Calculation Form I

Construction Construction
Purpose Description of Work

Build widgets Help customers perform tasks on their phone easier and faster
# of ltems Cost

500 $7.00
Total Cost Total Requested Amount

$ 3,500.00 $ 3,500.00

T Cancel W Delete Entry

These fields auto populate once the # of Items and Cost fields are entered.

Figure 197: Construction Template — No Cash Match/In-Kind

applicantsupport@grantvantage.com Page 117



| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
En with the budget category name. Budget Calculation Form set by the funder. ﬂ
uqg
Budget Category Name | Budget Calculation Form |
Construction Construction v
Purpose Description of Work
Build widgets Help customers perform tasks on their phone easier and faster
# of Items Cost
This field auto 500 $7.00
pOPUIates once the Total Cost Cash Match Funds
#_ of Items and Cost $3,500.00 $1,000.00
fields are entered.
In-Kind Match Funds Total Requested Amount
$500.00 $2,000.00
L o
This field auto populates once the # of

Items, Cost, Cash Match Funds, and In-
Kind Match Funds fields are entered.

Figure 198: Construction Template — Cash Match/In-Kind

Total Cost = # of Items x Cost
Total Requested = # of Items x Cost — Cash Match Funds — In-Kind Match Funds

Construction

Template Fields LRSI

Budget Category Name Name of budget category.

Budget Calculation Form The name of the Budget Calculation form you are filling out.

Purpose Type in the purpose of the construction.

Description of Work Type in a description of the construction.

# of Items Type in the number of items or use the arrow selector.

Cost Type in the cost of construction. This is a dollar amount.
Total Cost Total amount is based on the number of items and the cost.

Table 5: Construction Template Form Part 1
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FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Construction Template
Fields

Description

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 6: Construction Template Form Part 2
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FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Consult Travel

Calculate travel expenses for each staff member.

No Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
with the budget category name.

B

This field is grayed-out, which means you
cannot edit. It auto populates with the
Budget Calculation Form set by the funder.

Budget Category Name |

Consult Travel

Purpose of Travel

Online Training

Type of Expense

Transportation

Duration or Distance

2

|Budgel Calculation Form

# of Staff

Consultant Travel (if necessary)

Location

New Yprk

Cost

$ 587.00

3

Total Cost

$ 3,5622.00

Total Requested Amount

$3,522.00

t

These fields auto populate once the Cost,

Duration or Distance, # of Staff fields are entered.

Cancel W Delete Entry

Figure 199: Consult Travel Template — No Cash Match/In-Kind
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FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

Bud:

This field is grayed-out, which means
you cannot edit it. It auto populates

This field is grayed-out, which means you
cannot edit. It auto populates with the

with the budget category name.

Budget Calculation Form set by the funder.

|

Budget Category Name Budget Calculation Form

Consult Travel Consultant Travel (if necessary) v

Purpose of Travel Location

Onsite Training New York

Type of Expense Cost

Transportation v $ 587.00

Duration or Distance # of Staff

This field auto populates 2 ®

once the Cost, Duration
or Distance, # of Staff
are entered.

Total Cost Cash Match Funds

$3,522.00 $1,000.00

In-Kind Match Funds Total Requested Amount

$ 1,500.00 $1,022.00

1

This field auto populates once the Cost, Duration
or Distance, # of Staff, Cash Match Funds, and In-
Kind Match Funds fields are entered.

Cancel i Delete Entry

Figure 200: Consult Travel Template — Cash Match/In-Kind

Total Cost = Cost x Duration or Distance x # of Staff
Total Requested = (Cost x Duration or Distance x # of Staff) — Cash Match Funds — In-Kind
Match Funds

Consult Travel

Template Fields LRSI

Budget Category Name Name of budget category.

Budget Calculation Form The name of the Budget Calculation form you are filling out.

Purpose of Travel Type in the reason for travelling.

Location Type the location the staff members are travelling to.
Type of Expenses Use the drop-down list to choose a type of expense.
Cost The money amount of the expense.

This is the distance or time it took someone to travel. This is a
number.

Duration or Distance

Table 7: Consult Travel Template Form Part 1
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CrantVantage

Budget Calculation/Narrative Tools

Consult Travel

. Description
Template Fields P
# of Staff Type in the number of staff. This is a number.
Total Cost Total amount is based on the cost, duration or distance, and #

of staff.

Total Requested Amount | The cash match funds and in-kind match funds are subtracted
from the total cost.

Optional Fields

Cash Match Funds Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 8: Consult Travel Template Form Part 2
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FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Equipment

Calculate the cost of equipment.

No Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
with the budget category name.

Bud

This field is grayed-out, which means you
cannot edit. It auto populates with the
Budget Calculation Form set by the funder.

I Budget Category Name

+Add ”QEI | Add an item to the grid |

Total Requested Amount

$ 500.00

Equipment Equipment v
Item Name Unit Cost # of Items ItemTotal
Widget [] $5.00 100 $ 500.00

Total Cost $ 500.00

l I Budget Calculation Form |

I

This field auto populates with the total of all items

Cancel W Delete Entry

Figure 201: Equipment Template — No Cash Match/In-Kind
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CrantVantage

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
| with the budget category name. Budget Calculation Form set by the funder. |
ButgetrgustmcanorT =]
Budget Category Name | I Budget Calculation Form |
Equipment Equipment v
Item Name Unit Cost # of ltems ItemTotal
Widget [} $5.00 100 $ 500.00

This field auto
Total Cost §50000 | 4——| populates with the
total of all items

+ Add Item
Cash Match Funds In-Kind Match Funds
$100.00 $150.00

Total Requested Amount

$250.00

Cancel @ Delete Entry

This field auto populates once the Unit
Cost, # of Items, Cash Match Funds, and
In-Kind Match Funds fields are entered.

Figure 202: Equipment Template — Cash Match/In-Kind

Item Total = Unit Cost x # of Items

Total Cost = Unit Cost x # of Items x number of items you input

Total Requested = (Unit Cost x # of Items x number of items inputted) — Cash Match Funds — In-
Kind Match Funds
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Add an Item
1. Click <+ Add Item. The Item grid is now editable.

Budget Justification )
Budget Category Name Budget Calculation Form
Equipment Equipment v
Item Name Unit Cost # of Items ItemTotal
Total Cost $0.00

+Add El Add an item to the grid

Cash Match Funds In-Kind Match Funds

$0.00 $0.00

Total Requested Amount

$0.00

Cancel W Delete Entry

Figure 203: Equipment — Add Item

2. Enter the data. Repeat steps 1 and 2 for each item you wish to add.
3. Click =] Save. The budget calculations appear in the grid.

Budget Justification 5|
Budget Category Name Budget Calculation Form
Equipment Equipment v
Item Name Unit Cost # of Items ItemTotal
Widget ] $5.00 100 $ 500.00
Total Cost $ 500.00
+ Add item
Cash Match Funds In-Kind Match Funds
$100.00 $150.00
Total Requested Amount ThlS ﬁeld auto save the
$250.00 calculation/narrative
populates once the
item fields are entered. | |
Cancel W Delete Entry

Figure 204: Save Equipment Calculation/Narrative
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Equipment Template
Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Item Name The name of the Budget Calculation form you are filling out.

Unit Cost Cost of the unit.

# of items Type in the number of items.

Item Total Total amount of all the items.

Total Cost Total amount of all the items. Total cost is based on the unit
cost, # of items, and the number of items you input.

Add Item Add an item to the grid.

Total Requested Amount

Total requested amount is based on the unit cost, number of
ltems, and the number of items you inputted. The cash match
funds, and in-kind match funds are subtracted from the total
cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 9: Equipment Template Form
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Equipment (Pro Rated)

Calculate the cost of equipment based on how long it is used.

No Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
with the budget category name.

This field is grayed-out, which means you
cannot edit. It auto populates with the
Budget Calculation Form set by the funder.

Bud

I Budget Category Name I I Budget Calculation Form I

Equipment (pro rated) Equipment (pro rated)

Item Name

Unit Cost # of Items Item Sub Total Pro Rated Item Total

Widget $5.00 100 $500.00 $ 150 00

[ ]
Total Cost $500.00 $ 150.00
+Add Item I [ Add an item to the grid | T
Total Requested Amount
< 15000 These fields auto populate with the total of all items
D

Cancel W Delete Entry

Figure 205: Equipment(Pro-Rated) Template — No Cash Match/In-Kind
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
’— with the budget category name. — Budget Calculation Form set by the funder.
B
| Budget Category Name I | Budget Calculation Form |
Equipment (pro rated) Equipment (pro rated) b4
Item Name Unit Cost # of Items Item Sub Total Pro Rated Item Total
Widget $500 100 $500.00 $150.00
[ ]
This field auto
Total Cost $ 500.00 $ 150.00 <— | populates with the
Add an item total of all items
=+ Add Heﬂ n
to the grid
Cash Match Funds In-Kind Match Funds
$5000 $50.00
Total Requested Amount| | This field auto populates once
$5000 the total number of items are
inputted and the Unit Cost, #
of Items, Cash Match Funds, cancel | DoIE EAtY
and In-Kind Match Funds fields

are entered.

Figure 206: Equipment(Pro-Rated) Template — Cash Match/In-Kind

Total Cost (Item Sub Total) = Unit Cost x # of Items x the number of items inputted

Total Cost (Pro Rated Item Total) = Total of all the line items

Total Requested Amount = (Pro Rated Item Total x the total of all the line items) — Cash Match
Funds — In-Kind Match Funds
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Add an Item

1. Click <+ Add Item. The Item grid is now editable.

Budget Justification

Budget Category Name

Equipment (pro rated)

Budget Calculation Form

Equipment (pro rated) v

Item Name

Total Cost

<+ Add Item I

Cash Match Funds

$0.00

$0.00

Total Requested Amount

Unit Cost # of ltems Item Sub Total Pro Rated ltem Total

$0.00 $0.00

Add an item to the grid

In-Kind Match Funds

$0.00

Cancel W Delete Entry

Figure 207: Equipment (Pro Rated) — Add Item

2. Enter the data. Repeat steps 1 and 2 for each item you wish to add.

3. Click B Save. The budget calculations appear in the grid.

Budget Justification |
Budget Category Name Budget Calculation Form
Equipment (pro rated) Equipment (pro rated) ~
Item Name Unit Cost # of Items. Item Sub Total Pro Rated Item Total
Widget [} $5.00 100 $500.00 $150.00
Total Cost $ 500.00 $ 150.00
+ Add Item
Cash Match Funds In-Kind Match Funds
$50.00 $ 50.00
ve th
Total Requested Amount This field auto Sa € t €
- calculation/narrative
populates once the
item fields are entered. | |
Cancel i Delete Entry

Figure 208: Save Equipment (Pro Rated) Calculation/Narrative
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Equipment (Pro
Rated) Template Description
Fields
Budget Category Name Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Item Name The name of the Budget Calculation form you are filling out.
Unit Cost Cost of the unit.
# of items Type in the number of items.

Item Sub Total

Total amount of all the items.

Pro Rated Item Total

Total amount of the item was prorated for.

Add Item

Add an item to the grid.

Total Cost

Total amount of all the items. The Total Cost comes from a
total sum of the “Pro Rated Item Total” column.

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 10: Equipment (Pro Rated) Template Form
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Fringe Benefits

Calculate the amount used for extra benefits for employees.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
fud with the budget category name. Budget Calculation Form set by the funder. ;
u - o
Budget Category Name Budget Calculation Form
Fringe Benefits Fringe Benefits v
Name Base
Sunshine Industries $ 75,000.00
Rate Total Cost
10% $ 7,500.00

Total Requested Amount

$ 7,500.00

Cancel i Delete Entry

These fields auto populate once the Base and Rate fields are entered.

Figure 209: Fringe Benefits Template — No Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

ox)

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
—| with the budget category name.

—| Budget Calculation Form set by the funder.

I Budget Category Name

Fringe Benefits

Name

Sunshine Industries

Rate

10%

Cash Match Funds

$ 1,000.00

I I Budget Calculation Form I

Fringe Benefits v

Base

$ 75,000.00

This field auto
populates once
the base and rate

In-Kind Match Funds fields are entered.
$2,000.00

Total Cost

$7,500.00 -

Total Requested Amount

$ 4,500.00

1

Cancel W Delete Entry

This field auto populates once the Base, Rate, Cash Match
Funds, and In-Kind Match Funds fields are entered.

Total Cost = Base x Rate

Figure 210: Fringe Benefits Template — Cash Match/In-Kind

Total Requested = (Base x Rate) — Cash Match Funds — In-Kind Funds

Fringe Benefits
Template Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Name Name of employee or position.

Base Initial salary amount of employee. This is a dollar amount.

Rate The rate the employee spent on the project. Thisis a
percentage.

Total Cost Total amount based on the rate percentage and the base

salary.

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Table 11: Fringe Benefits Template Form Part 1
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Fringe Benefits

Descripti
Template Fields escription

Optional Fields

Cash Match Funds Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 12: Fringe Benefits Template Form Part 2
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Indirect Costs

Calculate costs that are not directly related to the grant.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
Bual With the budget category name. Budget Calculation Form set by the funder. |
I Budget Category Name I IBudget Calculation Form I
Indirect Costs Indirect Costs v
Description Base
Insurance $ 1,050.00
Indirect Cost Rate Total Cost
6 $ 6,300.00

Total Requested Amount

$ 6,300.00

Cancel W Delete Entry

These fields auto populate once the Base and Indirect Cost Rate are entered.

Figure 211: Indirect Costs Template — No Cash Match/In-Kind
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
Bud with the budget category name. Budget Calculation Form set by the funder. [ ]
IBudget Category Name | | Budget Calculation Form I
Indirect Costs Indirect Costs v
Description Base
Insurance $1,000.00
This field auto
Indirect Cost Rate Total Cost

populates once

6 $6,000.00 = | the Base and
Indirect Cost Rate
fields are entered.

Cash Match Funds In-Kind Match Funds

$1,000.00 $2,000.00

Total Requested Amount

$ 3,000.00

| .

This field auto populates once the Base, Indirect Cost Rate, Cash
Match Funds, and In-Kind Match Funds fields are entered.

Figure 212: Indirect Costs Template — Cash Match/In-Kind

Total Cost = Base x Indirect Cost Rate
Total Requested Amount = (Base x Indirect Cost Rate) — Cash Match Funds — In-Kind Match
Funds

Indirect Cost Template
Fields

Budget Category Name Name of budget category.

Description

Budget Calculation Form The name of the Budget Calculation form you are filling out.

Description Type in the description of the indirect cost.

Base The initial amount of the indirect cost.

Indirect Cost Rate Salary amount of employee. This is a number value.

Total Cost Total cost is based on the base salary and indirect cost rate.

Total Requested Amount | The cash match funds and in-kind match funds are subtracted
from the total cost.

Table 13: Indirect Costs Template Form Part 1
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Indirect Cost Template
Fields

Description

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted

from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted

from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 14: Indirect Costs Template Form Part 1
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Personnel

Calculate how much time was spent working on a budget category based on a person’s salary. If
cash-match, in-kind, and leveraged are shown, the Cash-Match and In-Kind Match fields

appear.

No Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
] with the budget category name.

This field is grayed-out, which means you
cannot edit. It auto populates with the

|| Budget Calculation Form set by the funder.

I Budget Category Name

Personnel

Name

John Smith

Salary
$ 100,000.00

Time Worked(# of hours, days, months, years)

1

I I Budget Calculation Form |

Personnel v

Position

Rate

Yearly ~

Percentage of Time

10%

Total Cost

$ 10,000.00

Total Requested Amount

$ 7,000.00

Cancel @ Delete Entry

These fields auto populate
once the Salary, Time Worked
(# of hours, days, months,
and year), and Percentage of
Time fields are entered.

Figure 213: Personnel Template — No Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
| with the budget category name.

(03]

This field is grayed-out, which means you
cannot edit. It auto populates with the
Budget Calculation Form set by the funder.

Budget Category Name

Personnel

Name

John Smith

Salary
$ 100,000.00

Time Worked(# of hours, days, months, years)

1

Total Cost

$ 10,000.00

In-Kind Match Funds

$ 1,000.00

I I Budget Calculation Form I

Personnel v

Position

Grants Manager

Rate

Yearly v

Percentage of Time

10%

Cash Match Funds

$2,000.00

Total Requested Amount

$7,000.00

This field auto populates once the
Salary, Time Worked (# of hours,

~

Cancel W Delete Entry

days, months, and year), Percentage
of Time, Cash Match Funds, and In-
Kind Funds fields are entered.

Figure 214: Personnel Template — Cash Match/In-Kind

Total Cost = Salary x Time Worked x Percentage of Time
Total Requested = (Salary x Time Worked x Percentage of Time) — Cash Match Funds — In-Kind

Funds

Personnel Template
Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Name Name of employee.
Position Position of employee.
Salary Salary amount of employee. This is a dollar amount.

Table 15: Personnel Template Form Part 1
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Personnel Template
Fields

Description

Rate

The rate the employee spent on the project.

Rates include:

e Hourly
e Daily

e  Weekly
e Yearly

Time Worked (# of hours,
days, months, years)

The time worked on the category. Give the time in # of hours,
days, months, or years.

Percentage of Time

Percentage of time the employee will work on the project.
For example, 100% of their time over 1 year. This is a
percentage value.

Total Cost

Total amount based on the salary, time worked, and
percentage of time.

Total Requested Amount

Total requested amount based on the salary, time worked, and
percentage of time (and cash match and in-kind match if
necessary).

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 16: Personnel Template Form Part 2
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Procurement Contracts

Calculate the costs of goods or services purchased from a seller.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
™ with the budget category name. Budget Calculation Form set by the funder.
Budget Category Name Budget Calculation Form
Procurement Contracts Procurement Contracts v
Description Purpose
Rent a building To house equipment
Consultant? Total Cost
No v $15,000.00

Total Requested Amount

$ 15,000.00

I oo (D

This field auto populates once the Total Cost field is entered.

Figure 215: Procurement Contracts Template — No Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
[g.| with the budget category name. Budget Calculation Form set by the funder. ||

Budget Category Name

Procurement Contracts

Description

Rent a building

Consultant?

No

Cash Match Funds

$1,500.00

I | Budget Calculation Form

Procurement Contracts v

Purpose

To house equipment

Total Cost

v $ 15,000.00

In-Kind Match Funds

$ 3,000.00

Total Requested Amount

$ 10,500.00

1

Cancel W Delete Entry

This field auto populates once the Total Cost, Cash Match
Funds, and In-Kind Match Funds fields are entered.

Figure 216: Procurement Contracts Template — Cash Match/In-Kind

Total Requested Amount = Total Cost — Cash Match Funds — In-Kind Match Funds

Procurement
Contracts Template
Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Description Type in the description of the contract.

Purpose Type in the purpose of the contract.

Consultant Use the drop-down to choose whether there is a consultant.
Total Cost Type in the total cost of the contract.

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Table 17: Procurement Contracts Template Form Part 1
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Procurement
Contracts Template Description
Fields

Optional Fields

Cash Match Funds Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 18: Procurement Contracts Template Form Part 2
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Salary By Position

Calculate the salary of employees by position.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
| with the budget category name. Budget Calculation Form set by the funder. |
B

| Budget Category Name I |Budget Calculation Form

Salary by Position Salary by Position

No. of Positions

Total FTE *
5 40
Salary Cost Total Requested Amount
$ 100,000.00 $ 100,000.00
This field auto populates once /
q Cancel W Delete En Save
the Salary Cost field is entered. - Ty

Figure 217: Salary by Position Template — No Cash Match/In-Kind

Cash Match/In-Kind:

Bud with the budget category name. Budget Calculation Form set by the funder.

Budget Category Name | | Budget Calculation Form

Salary by Position Salary by Paosition
No. of Positions * Total FTE *

5 40

Salary Cost Cash Match Funds

$ 100,000.00 $ 5,000.00

In-Kind Match Funds Total Requested Amount
$7,000.00 $88,000.00
This field auto populates once the 7
Salary Cost, Cash Match Funds, and In- cancel I OCBENT
Kind Match Funds fields are entered.

Figure 218: Salary by Position Template — Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Total Requested Amount = Salary Cost — Cash Match Funds — In-Kind Match Funds

Salary by Position
Template Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

No. of Positions

Type in the number of employees working in the position or
use the arrow selector.

Total FTE

Type in the total FTE or use the arrow selector.

Salary Cost

Total salaries of all employee in the position. This is a dollar
amount.

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 19: Salary by Position Template Form
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Subaward (subgrants)

Calculate the cost of the subaward (subgrant).

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
E with the budget category name. Budget Calculation Form set by the funder. ||

Budget Category Name Budget Calculation Form

Subaward (subgrants) Subawards (Subgrants) v

Description Purpose

Service Delivery Work together to educate the community about the services

Consultant?

Total Cost
No v $ 150,000.00
Total Requested Amount — This field auto populates once

$ 150,000.00 the Total field is entered.

Cancel W Delete Entry

Figure 219: Subaward (Subgrant) Template — No Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

Bu

This field is grayed-out, which means
you cannot edit it. It auto populates
with the budget category name.

This field is grayed-out, which means you
cannot edit. It auto populates with the

Budget Calculation Form set by the funder. |

| Budget Category Name

Subaward (subgrants)

Description

Service Delivery

Consultant?

No

Cash Match Funds

$10,000.00

Budget Calculation Form

Subawards (Subgrants) v

Purpose

Work together to educate the community about the services

Total Cost

~ $150,000.00

In-Kind Match Funds

$ 5,000.00

Total Requested Amount

$ 135,000.00

This field auto populates once the
<— | Total, Cash Match Funds, and In-Kind
Match Funds fields are entered.

Cancel W Delete Entry

Figure 220: Subaward (Subgrant) Template — Cash Match/In-Kind

Total Requested = Total Cost — Cash Match Funds — In-Kind Match Funds

Subaward (Subgrant)
Template Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Description Type in the description of the subaward (subgrant).

Purpose Type in the purpose of the subaward (subgrant).

Consultant Use the drop-down to choose whether there is a consultant.
Total Cost Total amount based on the total cost.

Table 20: Subaward (Subgrant) Template Form Part 1
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Subaward (Subgrant)
Template Fields

Description

Total Requested Amount

The cash match funds and in-kind match funds are subtracted
from the total cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 21: Subaward (Subgrant) Template Form Part 2
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| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Supplies

Calculate the cost of supplies.

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
| with the budget category name. — Budget Calculation Form set by the funder.
I Budget Category Name I I Budget Calculation Form I
Supplies Supplies v
Item Name Unit Cost # of ltems ItemTotal
Widget [ ] $5.00 100 $ 500.00
This field auto
Total Cost - $ 500.00
Add an item populates once you
+Add |E| to the grid input all the items
Total Requested Amount and the Unlt COSt' #
I <500 00 | c!f Items Funds
fields are entered.
This field auto populates Cancel | Delete Entry
based on all of the item totals.

Figure 221: Supplies Template — No Cash Match/In-Kind
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CrantVantage

FUNDER INSTRUCTIONS

Budget Calculation/Narrative Tools

Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
Bud Wwith the budget category name.

This field is grayed-out, which means you
cannot edit. It auto populates with the |
Budget Calculation Form set by the funder. |

IBudget Category Name

| | Budget Calculation Form I

once you input all the items
Add an item and the Unit Cost, # of Items

Supplies Supplies v
Item Name Unit Cost # of ltems ItemTotal
Widget ] $5.00 100 $ 500.00
This field auto populates

Total Cost

$ 500.00

+ Add Item | to the grid Funds fields are entered.
Cash Match Funds

In-Kind Match Funds
$ 100.00 $200.00

Total Requested Amount

I $200.00 |

This field auto populates based on all of
the item totals. The Cash Match Funds

Cancel W Delete Entry

and In-Kind Match Funds are subtracted.

Figure 222: Supplies Template — Cash Match/In-Kind

Item Total = Unit Cost x # of Items x number of items inputted

Total Requested = (Unit Cost x # of Items x number of items inputted) — Cash Match Funds — In-

Kind Match Funds
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Add an Item
1. Click + Add Item. The Item grid is now editable.

Budget Justification 5|
Budget Category Name Budget Calculation Form
Supplies Supplies v
Item Name Unit Cost # of Items ItemTotal
Total Cost $0.00

+ Add It@ | Add an item to the grid |

Total Requested Amount

$0.00

Cancel W Delete Entry B Save

Figure 223: Add Item
2. Enter the data. Repeat steps 1 and 2 for each item you wish to add.

3. Click =] Save. The budget calculations appear in the grid.

Budget Justification |
Budget Category Name Budget Calculation Form
Supplies Supplies v
Item Name Unit Cost # of ltems ItemTotal
Widget [ ] $5.00 500 $2,500.00
Total Cost $2,500.00
+ Add Item
Total Requested Amount This field auto populates once Salve :h? i
q . ion/narrativ
e the item fields are entered. calculation/narrative
Cancel W Delete Entry | |

Figure 224: Save Supplies Calculation/Narrative
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Supplies Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

Item Name The name of the Budget Calculation form you are filling out.
Unit Cost Cost of the unit.

# of items Type in the number of items.

Item Total Total amount of a specific item.

Total Cost Total amount of all the items.

Add Item Add an item to the grid.

Total Requested Amount

Total requested amount is based on the unit cost, number of
ltems, and the number of items you inputted. The cash match
funds and in-kind match funds are subtracted from the total
cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 22: Supplies Template Form
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Travel

Calculate travel expenses for each staff member.

No

Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates

cannot edit. It auto populates with the

This field is grayed-out, which means you

These fields auto populate
once the Basis, Basis Cost,
basis quantity, # of Staff, and
# of Trips fields are entered.

r with the budget category name. — Budget Calculation Form set by the funder.
I Budget Category Name Budget Calculation Form I
Travel Travel v
Purpose of Travel Location
Drive to destination New York
Type of Expense Basis
Transportation Mileage
Basis Cost Basis Quantity
$150 100
# of Staff # of Trips
3 1
Total Cost Total Requested Amount
$450.00 $ 450.00
T Cancel W Delete Entry

Figure 225: Travel Template — No Cash Match/In-Kind
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Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
[ with the budget category name. || Budget Calculation Form set by the funder.
Budget Category Name I | Budget Calculation Form
Travel Travel A4
Purpose of Travel Location
Drive to destination New York
Type of Expense Basis
Transportation Mileage
Basis Cost Basis Quantity
5150 100
# of Staff # of Trips
This field auto populates 5 ;
once the Basis, Basis
Cost. basis quantity # of Total Cost Cash Match Funds
r ’
— § 450.00
Staff, and # of Trips s 400 § 10000
fields are entered. In-Kind Match Funds Total Requested Amount
$5000 / $300.00
This field auto populates once the
Basis, Basis Cost, basis quantity, # of Cancel  HNIDECEERY m
Staff, # of Trips, Cash Match Funds, and
In-Kind Match Funds fields are entered.

Figure 226: Travel Template — Cash Match/In-Kind

Total Cost = (Basis Cost x Basis Quantity x # of Staff x # of Trips)
Total Requested = (Basis Cost x Basis Quantity x # of Staff x # of Trips) — Cash Match Funds — In-
Kind Match Funds

Travel Fields Description

Budget Category Name Name of budget category.

Budget Calculation Form The name of the Budget Calculation form you are filling out.

Purpose of Travel Type in the reason for travel.

Location Type the location.

Type of Expense Type in the type of expense. This is an alphanumeric field.
Basis Alphanumeric field to explain what the expense is.

For example, it can be mileage, such as how much per mile.

Table 23: Travel Template Form Part 1
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Personnel Template Fields Description

Basis Cost Cost of the basis. This is a dollar amount.
For example, a $1.50 per mile.

Basis Quantity Type in the number of basis items. This is a
numeri value.
For example, 100 miles.

# of Staff Type the number of people who are
travelling.

# of Trips Type in the number of trips the staff will
take.

Total Cost Total amount based on the salary and

percentage of time. This is a dollar amount.

Total Requested Amount Total requested amount based on the salary
and percentage of time. This is a dollar
amount.

Optional Fields

Cash Match Funds Type in the amount of cash match funds. This
is subtracted from the total requested.

This field does not appear if the cash-match,
in-kind, and leveraged columns are hidden.
This is a dollar amount.

In-Kind Match Funds Type in the amount of in-kind match funds.
This is subtracted from the total requested.

This field does not appear if the cash-match,
in-kind, and leveraged columns are hidden.
This is a dollar amount.

Table 24: Travel Template Form Part 2

applicantsupport@grantvantage.com Page 154



| FUNDER INSTRUCTIONS
CrantVantage

Budget Calculation/Narrative Tools

Travel 2

Displays the number of people and cost per trip.

No Cash Match/In-Kind:

This field is grayed-out, which means
you cannot edit it. It auto populates
Bud with the budget category name.

This field is grayed-out, which means you
cannot edit. It auto populates with the
Budget Calculation Form set by the funder. |

Budget Category Name | I Budget Calculation Form

Travel 2 Travel 2
No. of People * Direct

3 $1,500.00

Total Requested Amount . e
This field auto populates once
$ 1,500.00 - . . .
the Direct field is entered.

Cancel @ Delete Entry

Figure 227: Travel 2 Template — No Cash Match/In-Kind

No Cash Match/In-Kind:

This field is grayed-out, which means This field is grayed-out, which means you
you cannot edit it. It auto populates cannot edit. It auto populates with the
Budd with the budget category name. Budget Calculation Form set by the funder.

Budget Category Name I I Budget Calculation Form

Travel 2 Travel 2

No. of People * Direct

3 $1,500.00

Cash Match Funds In-Kind Match Funds

$200.00 $ 150.00

Total Requested Amount This field auto populates once the

] <—| Direct, Cash Match Funds, and In-
kind Match Funds fields are entered.

Cancel W Delete Entry

Figure 228: Travel 2 Template — Cash Match/In-Kind
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Total Requested Amount = Direct — Cash Match Funds — In-Kind Match Funds

Travel Fields

Description

Budget Category Name

Name of budget category.

Budget Calculation Form

The name of the Budget Calculation form you are filling out.

No. of People

Type in the number of people travelling or use the arrow
selector.

Direct

Type the direct cost. This is a dollar amount.

Total Requested Amount

Total requested amount is based on the direct amount. The
cash match funds and in-kind match funds are subtracted from
the total cost.

Optional Fields

Cash Match Funds

Type in the amount of cash match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

In-Kind Match Funds

Type in the amount of in-kind match funds. This is subtracted
from the total requested.

This field does not appear if the cash-match, in-kind, and
leveraged columns are hidden. This is a dollar amount.

Table 25: Travel 2 Template Form
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	Register an Applicant Profile 
	1.Open a preferred web browser.
	1.Open a preferred web browser.
	1.Open a preferred web browser.

	2.In the URL field of the web browser, enter the web address provided by your grantadministrator. The public-facing view of the GrantVantage Portal appears.
	2.In the URL field of the web browser, enter the web address provided by your grantadministrator. The public-facing view of the GrantVantage Portal appears.
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	Figure 1: GrantVantage URL 
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	3.Click Log In . The Log In screen appears. From the Log In screen, new users must register into the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, new users must register into the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, new users must register into the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, new users must register into the system. 
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	Figure 2: Public Facing Page 
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	4.Click Register. You can now begin the registration process.
	4.Click Register. You can now begin the registration process.
	4.Click Register. You can now begin the registration process.
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	Figure 3: Register Profile 
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	5.Fill in the necessary fields.
	5.Fill in the necessary fields.
	5.Fill in the necessary fields.


	 Note: The black asterisks indicate required fields. 
	6.Click Submit. You are logged in, and the GrantVantage Funder Portal homepage appears.The homepage displays all available funding announcements. Applicants may navigate the system by using the site map.
	6.Click Submit. You are logged in, and the GrantVantage Funder Portal homepage appears.The homepage displays all available funding announcements. Applicants may navigate the system by using the site map.
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	Figure 4: Applicant Registration
	Login 
	1.Open a preferred web browser.
	1.Open a preferred web browser.
	1.Open a preferred web browser.

	2.In the URL field of the web browser, enter the web address provided by your grantadministrator. The public-facing view of the GrantVantage Portal appears.
	2.In the URL field of the web browser, enter the web address provided by your grantadministrator. The public-facing view of the GrantVantage Portal appears.
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	Figure 5: GrantVantage URL 
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	3.Click Log In . The Log In screen appears. From the Log In screen, returning users may login to the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, returning users may login to the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, returning users may login to the system. 
	3.Click Log In . The Log In screen appears. From the Log In screen, returning users may login to the system. 
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	Figure 6: Public Facing Page 
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	4.Enter login credentials and select Log In.
	4.Enter login credentials and select Log In.
	4.Enter login credentials and select Log In.
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	Figure 7: Login Screen
	Homepage 
	On the homepage, you can view all published funding announcement opportunities, opportunities you have applied for, your profile, and view users, properties, and documents related to the application.  
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	Figure 8: Homepage Screen 1 
	 
	 
	Figure
	Figure 9: Homepage Screen 2 
	Site Map 
	The site map displays navigation options relating to the applicant, such as the applicant profile, the internal users, and the contacts. The Applicant site map links to the Funding Announcement and My Applications pages, which opens the applicant dashboards.  
	Site Map Options 
	Site Map Options 
	Site Map Options 
	Site Map Options 
	Site Map Options 

	Description 
	Description 



	Funding Announcement 
	Funding Announcement 
	Funding Announcement 
	Funding Announcement 
	Figure

	Displays all published announcements. 
	Displays all published announcements. 


	My Submitted Application  
	My Submitted Application  
	My Submitted Application  
	Figure

	Displays all the announcements you have saved and/or applied to. 
	Displays all the announcements you have saved and/or applied to. 


	My Applicant Profile  
	My Applicant Profile  
	My Applicant Profile  
	Figure

	View your Applicant Profile. You can add additional documents and relevant information such as a professional CV or other certifications related to the applicant or entity’s qualifications. 
	View your Applicant Profile. You can add additional documents and relevant information such as a professional CV or other certifications related to the applicant or entity’s qualifications. 


	Users 
	Users 
	Users 
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	Active 
	Active 
	Active 
	Artifact

	View the active users related to the application.  
	View the active users related to the application.  


	Inactive   
	Inactive   
	Inactive   
	Artifact

	View the active users related to the application. 
	View the active users related to the application. 


	Contacts 
	Contacts 
	Contacts 
	Figure

	View the contacts related to the application. 
	View the contacts related to the application. 


	Documents 
	Documents 
	Documents 
	Figure

	View documents related to the application. 
	View documents related to the application. 
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	 Table 1: Site Map 
	 
	Funding Announcement 
	You can view announcements you have saved/applied to, your applicant profile, users and contacts associated with the Applicant profile or organization profile, and documents related to the funding announcement or an applicant document library that houses documents submitted with an application. 
	 
	Figure
	Figure 10: Funding Announcement Screen 1 
	 
	 
	Figure
	Figure 11: Funding Announcement Screen 2
	Save an Announcement 
	1. From the site map, click  Funding Announcement. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  Funding Announcement. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  Funding Announcement. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  Funding Announcement. The Funding Opportunity for Applicant page appears. 



	 
	 
	Figure
	Figure 12: Site Map – Funding Announcement 
	 
	2. Optional: Use the search bar to find an announcement. 
	2. Optional: Use the search bar to find an announcement. 
	2. Optional: Use the search bar to find an announcement. 

	3. Click  Save to save the announcement to the My Application sitemap section. A green Application Saved Successfully popup appears at the bottom right of the screen. 
	3. Click  Save to save the announcement to the My Application sitemap section. A green Application Saved Successfully popup appears at the bottom right of the screen. 
	3. Click  Save to save the announcement to the My Application sitemap section. A green Application Saved Successfully popup appears at the bottom right of the screen. 
	Figure
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	Figure 13: Save Announcement 
	 
	 
	Print the Announcement as a PDF 
	1. Click  Print PDF. The announcement details download as a PDF. 
	1. Click  Print PDF. The announcement details download as a PDF. 
	1. Click  Print PDF. The announcement details download as a PDF. 
	1. Click  Print PDF. The announcement details download as a PDF. 
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	Figure 14: Print PDF Funding Announcement 
	 
	View Attachments associated with the Announcement 
	1. Click  Attachments. The Attachments dialog box appears. 
	1. Click  Attachments. The Attachments dialog box appears. 
	1. Click  Attachments. The Attachments dialog box appears. 
	1. Click  Attachments. The Attachments dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 15: View Attachments 
	2. Optional: Click the link to view the document. 
	2. Optional: Click the link to view the document. 
	2. Optional: Click the link to view the document. 


	Or 
	Click Download  to download the attachment. The attachment is downloaded. 
	 
	 
	Figure
	Figure 16: Attachments Dialog Box 1 
	 
	 
	Figure
	Figure 17: Attachments Dialog Box 2
	Submitting an Application 
	1. Click  View next to the announcement you wish to view. The Funding Announcement Narrative appears. 
	1. Click  View next to the announcement you wish to view. The Funding Announcement Narrative appears. 
	1. Click  View next to the announcement you wish to view. The Funding Announcement Narrative appears. 
	1. Click  View next to the announcement you wish to view. The Funding Announcement Narrative appears. 
	Figure
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	Figure 18: View Announcement 
	 
	2. Click  Apply. The Application Details dialog box appears. 
	2. Click  Apply. The Application Details dialog box appears. 
	2. Click  Apply. The Application Details dialog box appears. 
	2. Click  Apply. The Application Details dialog box appears. 
	Figure
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	Figure 19: Apply to Announcement 
	 
	 
	Figure
	Figure 20: Application Details Dialog Box 
	 
	3. Click  Begin New Application. The New Application dialog box appears. 
	3. Click  Begin New Application. The New Application dialog box appears. 
	3. Click  Begin New Application. The New Application dialog box appears. 
	3. Click  Begin New Application. The New Application dialog box appears. 
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	Figure 21: Begin New Application 
	 
	4. Enter a project name. 
	4. Enter a project name. 
	4. Enter a project name. 

	5. Click Save. The project appears in the grid. 
	5. Click Save. The project appears in the grid. 
	5. Click Save. The project appears in the grid. 
	Figure



	 
	 
	Figure
	Figure 22: New Application Dialog Box 
	 
	6. Click Apply. A warning popup appears telling you which project you are applying with. 
	6. Click Apply. A warning popup appears telling you which project you are applying with. 
	6. Click Apply. A warning popup appears telling you which project you are applying with. 


	 
	 
	Figure
	Figure 23: Warning Choose Project
	 
	7. Click Yes. Another popup appears telling you the application is about to begin. 
	7. Click Yes. Another popup appears telling you the application is about to begin. 
	7. Click Yes. Another popup appears telling you the application is about to begin. 


	 
	 
	Figure
	Figure 24: Application Confirmation Dialog Box 
	8. Click Yes. The application process begins. 
	8. Click Yes. The application process begins. 
	8. Click Yes. The application process begins. 

	9. Answer all the questions and complete the templates. Not all applications have an Objective or Budget Template. Each tab needs to be completed before submission. Swap between the tabs to complete them in any order. 
	9. Answer all the questions and complete the templates. Not all applications have an Objective or Budget Template. Each tab needs to be completed before submission. Swap between the tabs to complete them in any order. 


	 Note: Once you complete a tab item, the red x next to the name turns into a green checkmark. Make sure all questions are complete.  
	 
	Application Questions: 
	a. Optional: Use the hamburger menu to see all the questions. 
	a. Optional: Use the hamburger menu to see all the questions. 
	a. Optional: Use the hamburger menu to see all the questions. 


	Tip: The questions are color-coded to indicate the completion process. 
	• Blue – The question is in progress. 
	• Blue – The question is in progress. 
	• Blue – The question is in progress. 

	• Gray – The question needs to be viewed. 
	• Gray – The question needs to be viewed. 

	• Green – The question is complete. 
	• Green – The question is complete. 
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	Figure 25: Use Hamburger Menu
	 
	 
	Figure
	Figure 26: Hamburger Menu Status 
	 
	b. Use the arrows to navigate the questions. 
	b. Use the arrows to navigate the questions. 
	b. Use the arrows to navigate the questions. 


	 
	 
	Figure
	Figure 27: Use Arrows through Questions 
	 
	 Note: If you are an Applicant Delegate – Standard user, you cannot view the confidential section and questions. Therefore, you cannot complete the submission process. 
	 Note: If you are an Applicant Delegate – Standard user, you cannot view the confidential section and questions. Therefore, you cannot complete the submission process. 

	 
	 
	Figure
	Figure 28: No Access to Confidential Section 
	 
	c. Complete the question and click  Save or a navigation arrow to save the question. For more information, see 
	c. Complete the question and click  Save or a navigation arrow to save the question. For more information, see 
	c. Complete the question and click  Save or a navigation arrow to save the question. For more information, see 
	c. Complete the question and click  Save or a navigation arrow to save the question. For more information, see 
	Applicant Question Types
	Applicant Question Types

	. 
	Figure



	 Note: If a question requires additional information, the answer will not save until the required fields are answered. You are required to have a 100% completion before you can submit the application. 
	 Note: If a question requires additional information, the answer will not save until the required fields are answered. You are required to have a 100% completion before you can submit the application. 

	 
	 
	Figure
	Figure 29: Question Completion 
	 
	Narrative fields may have a character limit that will display the maximum number of characters an applicant response may contain. The character limit will count down until it reaches zero (0), and the system will not allow you to continue typing. If there is no character limit it will be indicated by a double dash (--).  
	 
	d. Optional: If the question requires you to attach a document, attach it to the question. 
	d. Optional: If the question requires you to attach a document, attach it to the question. 
	d. Optional: If the question requires you to attach a document, attach it to the question. 
	d. Optional: If the question requires you to attach a document, attach it to the question. 
	i. Click  Choose File To Upload. The Documents dialog box appears. 
	i. Click  Choose File To Upload. The Documents dialog box appears. 
	i. Click  Choose File To Upload. The Documents dialog box appears. 
	i. Click  Choose File To Upload. The Documents dialog box appears. 
	Figure
	Figure


	ii. Choose from the picklist. 
	ii. Choose from the picklist. 
	ii. Choose from the picklist. 
	Figure
	i. Upload a new document by clicking Choose File  . 
	i. Upload a new document by clicking Choose File  . 
	i. Upload a new document by clicking Choose File  . 
	i. Upload a new document by clicking Choose File  . 
	Figure


	ii. Upload the document. 
	ii. Upload the document. 

	iii. Click Save  . 
	iii. Click Save  . 
	iii. Click Save  . 
	Figure


	iv. Click Save. The document is attached to the question.  
	iv. Click Save. The document is attached to the question.  








	 
	 
	Figure 30: Add Attachment to Question 
	 
	. 
	 
	Figure 31: Choose Attachment for Question 
	Or 
	 Note: Confidential documents have a lock indicator. They can only be attached to a confidential question.
	 Note: Confidential documents have a lock indicator. They can only be attached to a confidential question.

	 
	 
	Figure
	Figure 32: Upload Attachment 
	 
	 
	Figure
	Figure 33: Question Completion 
	 
	Optional: Complete the Objective Template: 
	Note: The funding announcement can be published without using the Objective Template. Objective Templates can be left blank for you to complete entirely. 
	Note: The funding announcement can be published without using the Objective Template. Objective Templates can be left blank for you to complete entirely. 

	a. Click the Objective Template tab. The Objectives template appears. 
	a. Click the Objective Template tab. The Objectives template appears. 
	a. Click the Objective Template tab. The Objectives template appears. 


	 
	 
	Figure
	Figure 34: Complete Objective Template
	 
	b. Click Objective Instructions to see how to complete the template. The Objective Instructions dialog box appears. 
	b. Click Objective Instructions to see how to complete the template. The Objective Instructions dialog box appears. 
	b. Click Objective Instructions to see how to complete the template. The Objective Instructions dialog box appears. 


	 
	 
	Figure
	Figure 35: View Objective Instructions 
	c. Click Maximize   to maximize the window. 
	c. Click Maximize   to maximize the window. 
	c. Click Maximize   to maximize the window. 
	c. Click Maximize   to maximize the window. 



	Or  
	Click Close  to close the dialog box.  
	 
	 
	Figure
	Figure 36: Maximize or Save Objective Instructions 
	 
	d. Add in the goals if necessary. If goals are required, each objective must be associated with a goal. 
	d. Add in the goals if necessary. If goals are required, each objective must be associated with a goal. 
	d. Add in the goals if necessary. If goals are required, each objective must be associated with a goal. 


	Note: The Goal radio button only appears if the option has been selected when the announcement was made. 
	Note: The Goal radio button only appears if the option has been selected when the announcement was made. 

	e. Add in the objectives, performance measures, and grant activities. 
	e. Add in the objectives, performance measures, and grant activities. 
	e. Add in the objectives, performance measures, and grant activities. 


	Note: The performance measures and grant activities must be associated with an objective. For more information on how to add, edit, or delete a goal, objective, performance measure, or grant activity, see 
	Note: The performance measures and grant activities must be associated with an objective. For more information on how to add, edit, or delete a goal, objective, performance measure, or grant activity, see 
	Objective Tools
	Objective Tools

	. 

	 
	 
	Figure
	Figure 37: Objective Template 
	Objective Template Command Bar 
	Objective Template Command Bar 
	Objective Template Command Bar 
	Objective Template Command Bar 
	Objective Template Command Bar 

	Description 
	Description 



	Save Objective 
	Save Objective 
	Save Objective 
	Save Objective 

	Saves the objectives and locks the Objective Template. 
	Saves the objectives and locks the Objective Template. 


	Objective Instructions 
	Objective Instructions 
	Objective Instructions 

	Display the instructions on how to complete the Objective Template. 
	Display the instructions on how to complete the Objective Template. 




	Table 2: Objective Command Bar 
	 
	f. Click Save Objective. The Objective Template is saved and locked. The objectives must be saved and locked before you can submit the application. 
	f. Click Save Objective. The Objective Template is saved and locked. The objectives must be saved and locked before you can submit the application. 
	f. Click Save Objective. The Objective Template is saved and locked. The objectives must be saved and locked before you can submit the application. 


	 
	 
	Figure
	Figure 38: Save Objective Template 
	 
	g. Optional: You can unlock the Objective Template again if you need to make changes. 
	g. Optional: You can unlock the Objective Template again if you need to make changes. 
	g. Optional: You can unlock the Objective Template again if you need to make changes. 
	g. Optional: You can unlock the Objective Template again if you need to make changes. 
	i. Click Return to Draft. The Objective Template is locked, and you can edit it. You can go in and out of draft during the application process.
	i. Click Return to Draft. The Objective Template is locked, and you can edit it. You can go in and out of draft during the application process.
	i. Click Return to Draft. The Objective Template is locked, and you can edit it. You can go in and out of draft during the application process.





	 
	 
	Figure
	Figure 39: Return Objective Template to Draft 
	 
	Complete the Budget template. 
	 Note: There are different design setups for the budget. The items you can add/change depend on the properties selected when the announcement was made. For more information, see 
	 Note: There are different design setups for the budget. The items you can add/change depend on the properties selected when the announcement was made. For more information, see 
	Budget Tools
	Budget Tools

	. If there is no budget, you will be required to input a "Requested Amount" on the final page of the application. The budget template can be left blank so you can input a custom budget. 
	InlineShape

	 
	a. Click the Budget Template tab. The Budget Template appears. 
	a. Click the Budget Template tab. The Budget Template appears. 
	a. Click the Budget Template tab. The Budget Template appears. 


	 
	 
	Figure
	Figure 40: Complete Budget Template 
	 
	b. Use the Budget Year drop-down list to choose a budget year. 
	b. Use the Budget Year drop-down list to choose a budget year. 
	b. Use the Budget Year drop-down list to choose a budget year. 

	c. Click Budget Instructions to view the instructions on how to complete the Budget Template. 
	c. Click Budget Instructions to view the instructions on how to complete the Budget Template. 


	 
	 
	Figure
	Figure 41: Budget Options 
	 
	d. Use the budget tools to add, edit delete parent categories, sub-categories, or sub-sub-categories. 
	d. Use the budget tools to add, edit delete parent categories, sub-categories, or sub-sub-categories. 
	d. Use the budget tools to add, edit delete parent categories, sub-categories, or sub-sub-categories. 

	e. Optional: Type in money amounts for each budget category. 
	e. Optional: Type in money amounts for each budget category. 


	Note: The Cash Match, In-Kind Match, and Leveraged columns may be hidden depending on the announcement configuration.
	 
	 
	Figure
	Figure 42: Columns Shown 
	 
	 
	Figure
	Figure 43: Columns Hidden 
	 
	If you can complete budget calculations and/or narratives, a green Budget Justification  icon appears on the line-item. Otherwise, you are not able to do this task.
	If you can complete budget calculations and/or narratives, a green Budget Justification  icon appears on the line-item. Otherwise, you are not able to do this task.
	 

	Figure
	 
	 

	f. Optional:  Single-click Budget Justification  in the line-item next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears.  
	f. Optional:  Single-click Budget Justification  in the line-item next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears.  
	f. Optional:  Single-click Budget Justification  in the line-item next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears.  
	f. Optional:  Single-click Budget Justification  in the line-item next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears.  
	Figure



	 
	 
	Figure
	Figure 44: Budget Tools
	 
	g. Fill in the necessary fields. 
	g. Fill in the necessary fields. 
	g. Fill in the necessary fields. 


	 Note: The red asterisks indicate required fields. 
	h. Click  Save to save the calculation. Repeat steps f – h for each budget calculation and/or narrative. For more information, see 
	h. Click  Save to save the calculation. Repeat steps f – h for each budget calculation and/or narrative. For more information, see 
	h. Click  Save to save the calculation. Repeat steps f – h for each budget calculation and/or narrative. For more information, see 
	h. Click  Save to save the calculation. Repeat steps f – h for each budget calculation and/or narrative. For more information, see 
	Budget Calculation/Narrative Tools
	Budget Calculation/Narrative Tools

	. 



	 
	Tip: If you need to delete an entry from the grid, click  Delete Entry. The calculation and/or narrative disappears from the grid. 
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	Figure 45: Save Calculation/Narrative  
	 
	i. Click Save Budget. The Budget template is saved and locked. The budget must be saved and locked before you can submit the application. 
	i. Click Save Budget. The Budget template is saved and locked. The budget must be saved and locked before you can submit the application. 
	i. Click Save Budget. The Budget template is saved and locked. The budget must be saved and locked before you can submit the application. 


	 
	 
	Figure
	Figure 46: Save Budget Template 
	 
	j. Optional: You can unlock the Budget Template again if you need to make change. 
	j. Optional: You can unlock the Budget Template again if you need to make change. 
	j. Optional: You can unlock the Budget Template again if you need to make change. 
	j. Optional: You can unlock the Budget Template again if you need to make change. 
	i. Click Return to Draft. The Budget Template is locked, and you can edit it. You can go in and out of draft during the application process.  
	i. Click Return to Draft. The Budget Template is locked, and you can edit it. You can go in and out of draft during the application process.  
	i. Click Return to Draft. The Budget Template is locked, and you can edit it. You can go in and out of draft during the application process.  





	 
	 
	Figure
	Figure 47: Return Budget Template to Draft
	 
	Finish the application process 
	10. Once the questions and the templates are saved and locked, click  Next. A popup appears confirming you have reviewed your answers. 
	10. Once the questions and the templates are saved and locked, click  Next. A popup appears confirming you have reviewed your answers. 
	10. Once the questions and the templates are saved and locked, click  Next. A popup appears confirming you have reviewed your answers. 
	10. Once the questions and the templates are saved and locked, click  Next. A popup appears confirming you have reviewed your answers. 



	 
	 
	Figure
	Figure 48: Finish Application Process 
	11. Click Save & Continue. 
	11. Click Save & Continue. 
	11. Click Save & Continue. 


	 
	 
	Figure
	Figure 49: Warning to Check Questions 
	 
	12. Fill in the necessary fields.  
	12. Fill in the necessary fields.  
	12. Fill in the necessary fields.  


	 Note: The red asterisks indicate required fields. 
	 Note: The red asterisks indicate required fields. 

	 
	 
	Figure
	Figure 50: Project Information 
	 
	13. Click  Finish. The Submission page appears telling you how to go back and review your answers, how to view the application report, how to save and resume the application later, and how to submit the application. 
	13. Click  Finish. The Submission page appears telling you how to go back and review your answers, how to view the application report, how to save and resume the application later, and how to submit the application. 
	13. Click  Finish. The Submission page appears telling you how to go back and review your answers, how to view the application report, how to save and resume the application later, and how to submit the application. 
	13. Click  Finish. The Submission page appears telling you how to go back and review your answers, how to view the application report, how to save and resume the application later, and how to submit the application. 



	 
	 
	Figure
	Figure 51: Go to Submission Page 
	 
	14. Click  Submit. A popup appears asking if you are sure you want to submit the application. 
	14. Click  Submit. A popup appears asking if you are sure you want to submit the application. 
	14. Click  Submit. A popup appears asking if you are sure you want to submit the application. 
	14. Click  Submit. A popup appears asking if you are sure you want to submit the application. 



	 
	 
	Figure
	Figure 52: Submit Application 
	 
	15. Click Yes. The application will be submitted. 
	15. Click Yes. The application will be submitted. 
	15. Click Yes. The application will be submitted. 


	 
	 
	Figure
	Figure 53: Warning to Submit Application 
	 
	The Submit button turns into Processing with a spinning wheel. The Save button at the top also has a spinning wheel. Wait until the application has been submitted. There is a green checkmark next to the announcement indicating you have applied. A blue information popup also appears indicating that the application was submitted successfully.
	 
	 
	Figure
	Figure 54: Submit Successful
	My Submitted Application 
	View all the announcements you have applied to. You can view the application report, the objective report, and the budget report.  
	 
	 
	Figure
	Figure 55: My Submitted Application Screen 
	 
	View Reports 
	1. From the site map, click  My Submitted Application. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  My Submitted Application. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  My Submitted Application. The Funding Opportunity for Applicant page appears. 
	1. From the site map, click  My Submitted Application. The Funding Opportunity for Applicant page appears. 
	Figure



	 
	 
	Figure
	Figure 56: My Site – My Submitted Application 
	 
	2. Click the blue arrow to show the application, objective, ad budget reports. 
	2. Click the blue arrow to show the application, objective, ad budget reports. 
	2. Click the blue arrow to show the application, objective, ad budget reports. 


	 
	 
	Figure
	Figure 57: My Submitted Application Screen 
	 
	3. Click the link to one of the reports. The appropriate report appears. 
	3. Click the link to one of the reports. The appropriate report appears. 
	3. Click the link to one of the reports. The appropriate report appears. 


	 
	 
	Figure
	Figure 58: Click Link to Report
	My Applicant Profile 
	Once an applicant has created a user account, they may navigate to their Applicant Profile. The Applicant Profile and related pages are a fully customizable tool to enhance the user’s applications. My Applicant Profile is a tool designed to enhance a user’s application. Here, applicants may add additional documents and relevant information such as a professional CV or other certifications related to the applicant or entity's qualifications. All applicant users must upload their documents to their User Profi
	 
	1. From the site map, click 
	1. From the site map, click 
	1. From the site map, click 
	1. From the site map, click 
	Artifact
	 My Applicant Profile. The Applicant Profile page appears. 



	 
	 
	Figure
	Figure 59: Site Map – My Applicant Profile 
	 
	2. On the Organization Information tab, fill in the necessary fields.  
	2. On the Organization Information tab, fill in the necessary fields.  
	2. On the Organization Information tab, fill in the necessary fields.  


	Note: The red asterisks indicate required fields. The Address, Users, Contact, Documents, and Award Status tabs appear only after you save the organization information. Make sure to save each tab information as you go.
	Note: The red asterisks indicate required fields. The Address, Users, Contact, Documents, and Award Status tabs appear only after you save the organization information. Make sure to save each tab information as you go.

	 
	 
	Figure
	Figure 60: My Applicant Profile – Organization Information Tab 
	 
	3. Optional: On the Address tab, fill in the necessary fields. 
	3. Optional: On the Address tab, fill in the necessary fields. 
	3. Optional: On the Address tab, fill in the necessary fields. 


	 
	 
	Figure
	Figure 61: My Applicant Profile – Address Tab 
	 
	4. Optional: Add a user. The user you registered with is automatically a user. Other users become applicant delegates. 
	4. Optional: Add a user. The user you registered with is automatically a user. Other users become applicant delegates. 
	4. Optional: Add a user. The user you registered with is automatically a user. Other users become applicant delegates. 
	4. Optional: Add a user. The user you registered with is automatically a user. Other users become applicant delegates. 
	a. Click the Users tab. 
	a. Click the Users tab. 
	a. Click the Users tab. 
	a. Click the Users tab. 
	Figure


	b. Click
	b. Click
	b. Click
	New. The Create New User dialog box appears. 
	Figure


	c. On the User information tab, fill in the necessary fields.  
	c. On the User information tab, fill in the necessary fields.  
	c. On the User information tab, fill in the necessary fields.  
	Figure


	d. Optional: On the Address tab, fill in the necessary fields.  
	d. Optional: On the Address tab, fill in the necessary fields.  

	e. Click  Save to save the user. A green User Privilege popup appears at the top right of the screen. Repeat steps 4b-4d for each user. 
	e. Click  Save to save the user. A green User Privilege popup appears at the top right of the screen. Repeat steps 4b-4d for each user. 
	e. Click  Save to save the user. A green User Privilege popup appears at the top right of the screen. Repeat steps 4b-4d for each user. 
	Figure
	Figure


	f. Click the radio button next to the user you wish to give confidential question access. Uncheck the radio button to revoke confidential question access. 
	f. Click the radio button next to the user you wish to give confidential question access. Uncheck the radio button to revoke confidential question access. 





	 
	 
	Figure 62: My Applicant Profile – Users Tab 
	 
	 
	 
	Figure 63: Add User 
	 Note: The red asterisks indicate required fields.  
	 Note: The red asterisks indicate required fields.  

	 
	 
	Figure 64: Create New User – User Information Tab
	 
	 
	 
	Figure 65: Create New User – Address Tab 
	 
	Tip: If you are the primary applicant, you can choose to give access to confidential questions. If you are an Applicant Delegate – Confidential user or Applicant Delegate – Standard user, you cannot do this action. Marking users as confidential is not necessary to complete this step. 
	 
	 
	 
	Figure
	Figure 66: User Applicant Delegate – Confidential 
	 
	 
	Figure
	Figure 67: User Applicant Delegate – Standard 
	 
	5. Optional: On the Contact tab, add a contact. The user you registered with is automatically a contact. 
	5. Optional: On the Contact tab, add a contact. The user you registered with is automatically a contact. 
	5. Optional: On the Contact tab, add a contact. The user you registered with is automatically a contact. 
	5. Optional: On the Contact tab, add a contact. The user you registered with is automatically a contact. 
	Figure
	a. Click  New. The Create New Contact dialog box appears. 
	a. Click  New. The Create New Contact dialog box appears. 
	a. Click  New. The Create New Contact dialog box appears. 
	a. Click  New. The Create New Contact dialog box appears. 
	Figure


	b. On the Contact Details, fill in the necessary fields.  
	b. On the Contact Details, fill in the necessary fields.  
	b. On the Contact Details, fill in the necessary fields.  
	Figure


	c. Optional: On the Address Details, fill in the necessary fields.  
	c. Optional: On the Address Details, fill in the necessary fields.  

	d. Click  Save to save the contact to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 8a-8d for each contact. 
	d. Click  Save to save the contact to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 8a-8d for each contact. 
	d. Click  Save to save the contact to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 8a-8d for each contact. 
	Figure






	 
	 
	Figure 68: Create New User – Contact Tab 
	 
	 
	 
	Figure 69: Add Contact
	 
	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	 
	 
	Figure 70: Create New Contact – Contact Details Tab 
	 
	 
	 
	Figure
	Figure 71: Create New Contact – Address Tab 
	 
	6. Optional: On the Document tab, add a document.
	6. Optional: On the Document tab, add a document.
	6. Optional: On the Document tab, add a document.
	6. Optional: On the Document tab, add a document.
	a. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	a. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	a. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	a. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	Figure


	b. Click  Choose File. 
	b. Click  Choose File. 
	b. Click  Choose File. 
	Figure


	c. Upload the file. The name of the file replaces the Choose File button. 
	c. Upload the file. The name of the file replaces the Choose File button. 
	c. Upload the file. The name of the file replaces the Choose File button. 
	Figure


	d. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 6a-6c for document. 
	d. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 6a-6c for document. 
	d. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 6a-6c for document. 
	Figure






	 
	Tip: If you are a primary applicant or an Applicant Delegate – Confidential user, you can choose to mark documents as confidential. If you are an Applicant Delegate – Standard user, you do not have the option to mark documents as confidential. Confidential documents are marked with a lock. Confidential documents do not show up in the grid for Applicant Delegate – Standard users. Marking documents as confidential is not necessary to complete this step. 
	 
	 
	 
	Figure 72: Mark Document as Confidential 
	 
	 
	Figure 73: Add Attachment to Profile
	 
	 
	 
	Figure
	Figure 74: Save Attachment to Profile 
	 
	 
	Figure
	Figure 75: Confidential Document 
	 
	7. Optional: Check the status of an award.
	7. Optional: Check the status of an award.
	7. Optional: Check the status of an award.
	7. Optional: Check the status of an award.
	Figure
	a. Click the Award Status tab. 
	a. Click the Award Status tab. 
	a. Click the Award Status tab. 

	b. Use the Announcement drop-down list to choose an announcement. 
	b. Use the Announcement drop-down list to choose an announcement. 





	 
	 
	Figure 76: Create New Contact – Award Status Tab 
	 
	Or 
	Use the search bar to find an announcement. 
	 
	 
	Figure
	Figure 77: Choose Announcement 
	 
	8. Click  Save to save the applicant profile and close the dialog box. A blue Saved Successfully popup appears at the bottom right of the screen.
	8. Click  Save to save the applicant profile and close the dialog box. A blue Saved Successfully popup appears at the bottom right of the screen.
	8. Click  Save to save the applicant profile and close the dialog box. A blue Saved Successfully popup appears at the bottom right of the screen.
	8. Click  Save to save the applicant profile and close the dialog box. A blue Saved Successfully popup appears at the bottom right of the screen.
	Figure



	 
	 
	Figure
	Figure 78: Save Applicant Profile 
	 
	 
	 
	 
	 
	 
	Users 
	View the users related to the application. You can view active or inactive users. 
	 
	 
	Figure
	Figure 79: Active Users Screen 
	 
	Active 
	You can view active users. 
	 
	 
	Figure
	Figure 80: Active Users Screen 
	 
	1.  From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears.
	1.  From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears.
	1.  From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears.
	1.  From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears.
	Figure
	Figure



	 
	 
	Figure
	Figure 81: Site Map – Active Users 
	 
	Inactive 
	You can view inactive review panels. 
	 
	 
	Figure
	Figure 82: Inactive Users Screen 
	 
	1. From the site map, click  Users and choose  Inactive from the drop-down list. The Inactive Users screen appears. 
	1. From the site map, click  Users and choose  Inactive from the drop-down list. The Inactive Users screen appears. 
	1. From the site map, click  Users and choose  Inactive from the drop-down list. The Inactive Users screen appears. 
	1. From the site map, click  Users and choose  Inactive from the drop-down list. The Inactive Users screen appears. 
	Figure
	Figure



	 
	 
	Figure
	Figure 83: Site Map – Inactive Users 
	Create a User 
	You complete this action from both the Active Users and Inactive Users options from the sitemap. You can mark an applicant as confidential only if you are a primary applicant. 
	 
	1. From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears. 
	1. From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears. 
	1. From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears. 
	1. From the site map, click  Users and choose  Active from the drop-down list. The Active Users screen appears. 
	Figure
	Figure



	 
	 
	Figure
	Figure 84: Site Map – Active Users 
	 
	2. Click  New. The Create New User dialog box appears. 
	2. Click  New. The Create New User dialog box appears. 
	2. Click  New. The Create New User dialog box appears. 
	2. Click  New. The Create New User dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 85: Create User 
	 
	Under the Active column: 
	•  indicates the user is inactive. 
	•  indicates the user is inactive. 
	•  indicates the user is inactive. 
	•  indicates the user is inactive. 
	Figure


	•  indicates the user is active.
	•  indicates the user is active.
	•  indicates the user is active.
	Figure



	 
	3. On the User information tab, fill in the necessary fields.  
	3. On the User information tab, fill in the necessary fields.  
	3. On the User information tab, fill in the necessary fields.  


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	 
	 
	Figure
	Figure 86: User Screen – User Information Tab 
	 
	4. On the Address tab, fill in the necessary fields.  
	4. On the Address tab, fill in the necessary fields.  
	4. On the Address tab, fill in the necessary fields.  


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	5. Click  Save to save the user. They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-5 for each user.
	5. Click  Save to save the user. They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-5 for each user.
	5. Click  Save to save the user. They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-5 for each user.
	5. Click  Save to save the user. They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-5 for each user.
	Figure



	 
	 
	Figure
	Figure 87: Create New User – Address Tab 
	 
	6. Optional: Check the radio button under the Confidential Question Access column to give the user access to confidential questions. A green Update Successfully appears. Marking a user confidential is not necessary for completing this task. Uncheck the radio button under the Confidential Question Access column to deny the user access to confidential questions. 
	6. Optional: Check the radio button under the Confidential Question Access column to give the user access to confidential questions. A green Update Successfully appears. Marking a user confidential is not necessary for completing this task. Uncheck the radio button under the Confidential Question Access column to deny the user access to confidential questions. 
	6. Optional: Check the radio button under the Confidential Question Access column to give the user access to confidential questions. A green Update Successfully appears. Marking a user confidential is not necessary for completing this task. Uncheck the radio button under the Confidential Question Access column to deny the user access to confidential questions. 


	 Note: If you are the primary applicant, you can choose to give access to confidential questions. If you are an Applicant Delegate – Confidential user or Applicant Delegate – Standard user, you cannot do this action. 
	 Note: If you are the primary applicant, you can choose to give access to confidential questions. If you are an Applicant Delegate – Confidential user or Applicant Delegate – Standard user, you cannot do this action. 

	 
	 
	Figure
	Figure 88: Give Confidential Access
	 
	 
	Figure
	Figure 89: Deny Confidential Access
	Edit a User 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 

	2. Double-click the user to edit it. The Edit User dialog box appears. 
	2. Double-click the user to edit it. The Edit User dialog box appears. 


	 
	 
	Figure
	Figure 90: Display User Commands 
	 
	3. Edit the necessary fields for each tab.  
	3. Edit the necessary fields for each tab.  
	3. Edit the necessary fields for each tab.  


	 Note: The red asterisks indicate required fields. 
	 Note: The red asterisks indicate required fields. 

	4. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	4. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	4. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	4. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 



	 
	 
	Figure
	Figure 91: Create New User – Address Tab
	Activate a User 
	You complete this action from both the Active Users and Inactive Users options from the sitemap. 
	 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 

	2. Single-click the user to display the command bar. 
	2. Single-click the user to display the command bar. 


	 
	 
	Figure
	Figure 92: Display User Commands 
	 
	3. Click Activate. A message popup asks if you are sure you want to activate the user. 
	3. Click Activate. A message popup asks if you are sure you want to activate the user. 
	3. Click Activate. A message popup asks if you are sure you want to activate the user. 
	3. Click Activate. A message popup asks if you are sure you want to activate the user. 
	Figure



	 
	 
	Figure
	Figure 93: Activate User 
	 
	4. Click Yes. The user is deactivated. A green Activated Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each user you wish to deactivate. 
	4. Click Yes. The user is deactivated. A green Activated Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each user you wish to deactivate. 
	4. Click Yes. The user is deactivated. A green Activated Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each user you wish to deactivate. 


	 
	 
	Figure
	Figure 94: Warning to Activate User
	Deactivate a User 
	You complete this action from both the Active Users and Inactive Users options from the sitemap. 
	 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 
	1. Optional: Use the search bar to find a user. 

	2. Single-Click the user to display the command bar. 
	2. Single-Click the user to display the command bar. 


	 
	 
	Figure
	Figure 95: Display User Commands 
	 
	3. Click  Deactivate. A message popup asks if you are sure you want to deactivate the user. 
	3. Click  Deactivate. A message popup asks if you are sure you want to deactivate the user. 
	3. Click  Deactivate. A message popup asks if you are sure you want to deactivate the user. 
	3. Click  Deactivate. A message popup asks if you are sure you want to deactivate the user. 
	Figure



	 
	Figure
	Figure 96: Deactivate User 
	 
	4. Click Yes. The reviewer is deactivated. A green Activated Successfully popup appears at the bottom right of the screen.Repeat steps 1-4 for each reviewer you wish to deactivate. 
	4. Click Yes. The reviewer is deactivated. A green Activated Successfully popup appears at the bottom right of the screen.Repeat steps 1-4 for each reviewer you wish to deactivate. 
	4. Click Yes. The reviewer is deactivated. A green Activated Successfully popup appears at the bottom right of the screen.Repeat steps 1-4 for each reviewer you wish to deactivate. 


	 
	 
	Figure
	Figure 97: Warning to Activate User
	Contacts 
	View the contacts related to the application. 
	 
	 
	Figure
	Figure 98: Contacts Screen 
	 
	Add a Contact 
	1. From the site map, click  Contacts. The Contacts for Applicant page appears. 
	1. From the site map, click  Contacts. The Contacts for Applicant page appears. 
	1. From the site map, click  Contacts. The Contacts for Applicant page appears. 
	1. From the site map, click  Contacts. The Contacts for Applicant page appears. 



	 
	 
	Figure
	Figure 99: Site Map - Contacts 
	 
	2. Click  New. The Create New Contact dialog box appears.
	2. Click  New. The Create New Contact dialog box appears.
	2. Click  New. The Create New Contact dialog box appears.
	2. Click  New. The Create New Contact dialog box appears.
	Figure



	 
	 
	Figure
	Figure 100: New Contact 
	3. On the Contact Details tab, fill in the necessary fields.  
	3. On the Contact Details tab, fill in the necessary fields.  
	3. On the Contact Details tab, fill in the necessary fields.  


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	 
	 
	Figure
	Figure 101: Create New Contact – Contact Details Tab 
	 
	4. Optional: On the address tab, edit the the necessary fields.  
	4. Optional: On the address tab, edit the the necessary fields.  
	4. Optional: On the address tab, edit the the necessary fields.  


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	5. Click  Save to save the contact They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-4 for each contact.
	5. Click  Save to save the contact They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-4 for each contact.
	5. Click  Save to save the contact They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-4 for each contact.
	5. Click  Save to save the contact They appear in the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 2-4 for each contact.
	Figure



	 
	 
	Figure
	Figure 102: Create New Contact – Address Tab 
	Edit a Contact 
	1. Double-click the user to edit it. The Edit User dialog box appears. 
	1. Double-click the user to edit it. The Edit User dialog box appears. 
	1. Double-click the user to edit it. The Edit User dialog box appears. 


	 
	 
	Figure
	Figure 103: Edit Contact 
	2. Edit the necessary fields for each tab.  
	2. Edit the necessary fields for each tab.  
	2. Edit the necessary fields for each tab.  


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	3. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	3. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	3. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	3. Click  Save. The changes are saved. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 1-5 for each council review you wish to edit. 
	Figure
	1. Click the radio button next to the name of contact to display the command bar. 
	1. Click the radio button next to the name of contact to display the command bar. 
	1. Click the radio button next to the name of contact to display the command bar. 
	1. Click the radio button next to the name of contact to display the command bar. 
	Figure
	2. Click Delete  . A message popup asks if you are sure you want to delete the contact. 
	2. Click Delete  . A message popup asks if you are sure you want to delete the contact. 
	2. Click Delete  . A message popup asks if you are sure you want to delete the contact. 
	2. Click Delete  . A message popup asks if you are sure you want to delete the contact. 
	Figure
	Figure
	3. Click Yes. The contact is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each contact you wish to delete. 
	3. Click Yes. The contact is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each contact you wish to delete. 
	3. Click Yes. The contact is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each contact you wish to delete. 











	 
	 
	Figure 104: Create New Contact – Address Tab
	Delete a Contact 
	 
	 
	Figure 105: Click Contact 
	 
	 
	 
	Figure 106: Delete Contact 
	 
	 
	 
	Figure
	Figure 107: Warning to Delete Contact
	Documents 
	View documents related to the application. 
	 
	 
	Figure
	Figure 108: Documents Screen 
	 
	Primary Applicant and Applicant Delegate – Confidential vs. Applicant Delegate – Standard Users 
	Primary applicants and Applicant Delegate – Confidential users can choose to mark documents as confidential. Applicant Delegate – Standard users do not have the option to mark documents as confidential. Confidential documents are not visible for Applicant Delegate – Standard users. 
	Primary Applicant and Applicant Delegate – Confidential User Commands 
	Command Options 
	Command Options 
	Command Options 
	Command Options 
	Command Options 

	Description 
	Description 



	Choose File 
	Choose File 
	Choose File 
	Choose File 
	Artifact

	Choose the file you want to upload. 
	Choose the file you want to upload. 


	Confidential Document 
	Confidential Document 
	Confidential Document 
	Artifact

	Mark a document as confidential. Only primary applicants and Applicant Delegate – Confidential users can use this feature. 
	Mark a document as confidential. Only primary applicants and Applicant Delegate – Confidential users can use this feature. 
	 
	Confidential documents are marked with a lock and are not seen by Applicant Delegate – Standard users. 


	Save 
	Save 
	Save 
	Figure

	Save the file you want to upload. 
	Save the file you want to upload. 


	Cancel 
	Cancel 
	Cancel 
	Artifact

	If you choose a file you do not want to upload, you can  
	If you choose a file you do not want to upload, you can  
	cancel uploading the file. 




	Table 3: Document Command Options 
	Applicant Delegate – Standard User Commands 
	Command Options 
	Command Options 
	Command Options 
	Command Options 
	Command Options 

	Description 
	Description 



	Choose File 
	Choose File 
	Choose File 
	Choose File 
	Figure

	Choose the file you want to upload. 
	Choose the file you want to upload. 


	Save 
	Save 
	Save 
	Figure

	Save the file you want to upload. 
	Save the file you want to upload. 


	Cancel 
	Cancel 
	Cancel 
	Artifact

	If you choose a file you do not want to upload, you can  
	If you choose a file you do not want to upload, you can  
	cancel uploading the file. 




	Table 4: Document Command Options 
	 
	Add a Document 
	1. From the site map, click  Documents. The Attach Document for Applicant screen appears. 
	1. From the site map, click  Documents. The Attach Document for Applicant screen appears. 
	1. From the site map, click  Documents. The Attach Document for Applicant screen appears. 
	1. From the site map, click  Documents. The Attach Document for Applicant screen appears. 



	 
	Figure
	Figure 109: Site Map - Documents 
	 
	2. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	2. Optional: Click the Confidential Document radio button to mark the document as confidential. 
	2. Optional: Click the Confidential Document radio button to mark the document as confidential. 


	 
	Tip: If you are a primary applicant or an Applicant Delegate – Confidential user, you can choose to mark documents as confidential. If you are an Applicant Delegate – Standard user, you do not have the option to mark documents as confidential. Confidential documents are marked with a lock. Confidential documents do not show up in the grid for Applicant Delegate – Standard users. Marking documents as confidential is not necessary to complete this step.
	 
	 
	Figure
	Figure 110: Mark Document as Confidential 
	3. Click  Choose File. 
	3. Click  Choose File. 
	3. Click  Choose File. 
	3. Click  Choose File. 
	Figure


	4. Upload the file. The name of the file replaces the Choose File button. 
	4. Upload the file. The name of the file replaces the Choose File button. 


	 
	 
	Figure
	Figure 111: Add Attachment to Profile 
	 
	5. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 3-5 for each document.
	5. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 3-5 for each document.
	5. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 3-5 for each document.
	5. Click  Save to save the document to the grid. A blue Saved Successfully popup appears at the bottom right of the screen. Repeat steps 3-5 for each document.
	Figure



	 
	 
	Figure
	Figure 112: Save Attachment to Profile 
	 
	 
	Figure
	Figure 113: Confidential Document 
	Delete a Document 
	1. Click the radio button next to the name of document to display the command bar. 
	1. Click the radio button next to the name of document to display the command bar. 
	1. Click the radio button next to the name of document to display the command bar. 


	 
	 
	Figure
	Figure 114: Click Document 
	 
	2. Click  Delete. A message popup asks if you are sure you want to delete the document. 
	2. Click  Delete. A message popup asks if you are sure you want to delete the document. 
	2. Click  Delete. A message popup asks if you are sure you want to delete the document. 
	2. Click  Delete. A message popup asks if you are sure you want to delete the document. 
	Figure



	 
	 
	Figure
	Figure 115: Delete Document 
	 
	3. Click Yes. The document is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each document you wish to delete. 
	3. Click Yes. The document is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each document you wish to delete. 
	3. Click Yes. The document is deleted. A green Deleted Successfully popup appears at the bottom right of the screen. Repeat steps 1-4 for each document you wish to delete. 


	 
	 
	Figure
	Figure 116: Warning to Delete Document
	Applicant Question Types 
	Attachment – Budget Template 
	To complete this question, add an attachment of the Budget Template. 
	 
	1. If necessary, click “Click here to download Budget Template”. 
	1. If necessary, click “Click here to download Budget Template”. 
	1. If necessary, click “Click here to download Budget Template”. 

	2. Fill in the Budget Template. 
	2. Fill in the Budget Template. 


	 
	 
	Figure
	Figure 117: Download Budget Template
	 
	3. Click  Choose File to Upload. 
	3. Click  Choose File to Upload. 
	3. Click  Choose File to Upload. 
	3. Click  Choose File to Upload. 
	Figure


	4. Choose from grid. 
	4. Choose from grid. 
	4. Choose from grid. 
	Figure
	a. Upload the document. 
	a. Upload the document. 
	a. Upload the document. 

	b. Click  Save. 
	b. Click  Save. 





	Or 
	Click  Choose File. 
	L
	Figure
	5. Click Save. 
	5. Click Save. 


	 
	Figure
	Figure 118: Upload Budget Template 
	 
	 
	 
	Attachment – Other 
	To complete this question, add an attachment. 
	 
	1. Click  Choose File to Upload. 
	1. Click  Choose File to Upload. 
	1. Click  Choose File to Upload. 
	1. Click  Choose File to Upload. 
	Figure


	2. Choose from grid. 
	2. Choose from grid. 
	2. Choose from grid. 
	Figure
	a. Upload the document. 
	a. Upload the document. 
	a. Upload the document. 

	b. Click  Save. 
	b. Click  Save. 





	Or 
	Click  Choose File. 
	L
	Figure
	3. Click Save. 
	3. Click Save. 


	 
	Figure
	Figure 119: Add Attachment
	Checklist 
	To complete this question, choose from the checklist. You can choose the options that best answer the question. This is a multi-select dropdown and users must select the checkbox next to the option to select. 
	 
	1. Use the drop-down list to choose from the checklist. 
	1. Use the drop-down list to choose from the checklist. 
	1. Use the drop-down list to choose from the checklist. 


	 
	 
	Figure
	Figure 120: Choose from Checklist
	Contact Lookup 
	To complete this question, lookup a contact. Contacts are created in the Applicant Profile in the Contacts Section or can be created by selecting the  on the Contact Lookup field. 
	 
	Add an Existing Contact 
	1. Click Search . The Pick Contact dialog box appears. 
	1. Click Search . The Pick Contact dialog box appears. 
	1. Click Search . The Pick Contact dialog box appears. 
	1. Click Search . The Pick Contact dialog box appears. 


	2. Click Select next to the contact’s name. The contact’s name appears in the Contact Lookup Field. 
	2. Click Select next to the contact’s name. The contact’s name appears in the Contact Lookup Field. 


	 
	 
	Figure
	Figure 121: Search Contact
	 
	 
	Figure
	Figure 122: Contact Name in Answer Field 
	 
	Add a New Contact 
	1. Click New . The Create New Contact dialog box appears. 
	1. Click New . The Create New Contact dialog box appears. 
	1. Click New . The Create New Contact dialog box appears. 
	1. Click New . The Create New Contact dialog box appears. 


	2. Fill in the necessary fields. 
	2. Fill in the necessary fields. 


	 Note: The red asterisks indicate required fields. 
	3. Click  Save. The contact’s name appears in the Contact Lookup Field.
	3. Click  Save. The contact’s name appears in the Contact Lookup Field.
	3. Click  Save. The contact’s name appears in the Contact Lookup Field.
	3. Click  Save. The contact’s name appears in the Contact Lookup Field.



	 
	 
	Figure
	Figure 123: Create New Contact Question 
	 
	 
	Figure
	Figure 124: New Contact Name in Answer Field
	Date 
	To complete this question, input a date. For example, 12/01/2021. 
	 Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a date or use the calendar. 
	 Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a date or use the calendar. 

	 
	 
	Figure
	Figure 125: Choose Date
	Date Range 
	To complete this question, input a date range. For example, 12/01/2021 – 11/30/2022. 
	 Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a date or use the calendar. 
	 Note: The date fields are displayed in the mm/dd/yyyy format. You can manually type in a date or use the calendar. 

	 
	 
	Figure
	Figure 126: Choose Date Range
	Decimal Number 
	To complete this question, input a decimal number. 
	 
	 
	Figure
	Figure 127: Enter Decimal
	Formatted Text 
	To complete this question, input text. Narrative fields may have a character limit that will display the maximum number of characters an applicant response may contain. The character limit will count down until it reaches zero (0), and the system will not allow you to continue typing. If there is no character limit it will be indicated by a double dash (--).   
	 
	 
	Figure
	Figure 128: Formatted Text Character Limit 
	 
	Grid – Fixed Row 
	To complete this question, complete the grid. You cannot add or delete fixed rows. Fields may be Date, Number, Currency, or Limited Text. Number and Currency columns may have a Total or Average section at the bottom. 
	 
	 
	Figure
	Figure 129: Grid – Fixed Row
	Grid - Standard 
	To complete this question, add or delete rows and complete the grid. Fields may be Date, Number, Currency, or Limited Text. Number and Currency columns may have a Total or Average section at the bottom. 
	 
	 
	Figure
	Figure 130: Grid – Standard
	Add a Row 
	1. Click  Add New Row. 
	1. Click  Add New Row. 
	1. Click  Add New Row. 
	1. Click  Add New Row. 


	2. Fill in the rows. Repeat steps 1-2 for each row. 
	2. Fill in the rows. Repeat steps 1-2 for each row. 


	 Note: If there is a row limit, it will display with the Remaining Row indicator. It counts down until you reach the limit. The system will not let you add more rows past the limit. Otherwise, there is no row limit. 
	 
	 
	Figure
	Figure 131: Grid – Standard
	Grouped Questions 
	To complete this question, answer the grouped questions. Fields may be Date, Number, Currency, or Limited Text. 
	Note: If the ‘N/A’ option is selected, the question is greyed-out and does not require an answer
	Note: If the ‘N/A’ option is selected, the question is greyed-out and does not require an answer
	. 

	 
	 
	Figure
	Figure 132: Grouped Questions
	If Pick Option, Then Attach 
	To complete this question, choose from the picklist options. This is a single select, which means you can only select one option. Depending on which picklist you choose, you may be required to attach a document to complete the question. If the "Choose File to Upload" button appears, you must attach a document. Otherwise, the answer will not save. If the "Choose File to Upload" button does not appear, the answer saves. 
	 
	1. Use the drop-down list to choose from the options. 
	1. Use the drop-down list to choose from the options. 
	1. Use the drop-down list to choose from the options. 


	 
	 
	Figure
	Figure 133: If Pick Option, Then Attach 
	 
	If there is an attachment required and you try to save the answer, the system will pop up a red warning to attach a file and not save the answer. 
	 
	 
	Figure
	Figure 134: If Pick Option, Then Attach – Error
	 
	2. Click  Choose File to Upload. 
	2. Click  Choose File to Upload. 
	2. Click  Choose File to Upload. 
	2. Click  Choose File to Upload. 
	Figure


	3. Choose from grid. 
	3. Choose from grid. 
	3. Choose from grid. 
	Figure
	a. Upload the document. 
	a. Upload the document. 
	a. Upload the document. 

	b. Click  Save. 
	b. Click  Save. 





	Or 
	Click  Choose File. 
	L
	Figure
	4. Click Save. 
	4. Click Save. 


	 
	 
	Figure
	Figure 135: If Pick Option, Then Attach – Add Attachment
	If Pick Option, Then Checklist 
	To complete this question, choose from picklist options. Depending on which picklist you choose, you may be required to select options from a checklist dropdown to complete the question. If the checklist dropdown appears, you must select checklist options. Otherwise, the answer will not save. If the checklist drop-down does not appear, the answer saves.  
	 
	1. Use the drop-down list to choose from the options. 
	1. Use the drop-down list to choose from the options. 
	1. Use the drop-down list to choose from the options. 


	 
	 
	Figure
	Figure 136: If Pick Option, Then Checklist 
	 
	2. Optional: Use the drop-down list to choose from the checklist.
	2. Optional: Use the drop-down list to choose from the checklist.
	2. Optional: Use the drop-down list to choose from the checklist.


	 
	 
	Figure
	Figure 137: If Pick Option, Then Checklist – Checklist Options
	If Yes/No, Then Attach 
	To complete this question, choose yes or no. This is a single select, which means you can only select one option. Depending on which answer you choose, you may be required to attach a document to complete the question. If the "Choose File to Upload" button appears, you must attach a document. Otherwise, the answer will not save. If the "Choose File to Upload" button does not appear, the answer saves. 
	 
	1. Use the drop-down list to choose yes or no. 
	1. Use the drop-down list to choose yes or no. 
	1. Use the drop-down list to choose yes or no. 


	 
	 
	Figure
	Figure 138: If Yes/No, Then Attach 
	 
	If there is an attachment required and you try to save the answer, the system will pop up a red warning to attach a file and not save the answer. 
	 
	 
	Figure
	Figure 139: If Yes/No, Then Attach – Error
	 
	2. Optional: Click  Choose File to Upload. 
	2. Optional: Click  Choose File to Upload. 
	2. Optional: Click  Choose File to Upload. 
	2. Optional: Click  Choose File to Upload. 
	Figure


	3. Choose from grid. 
	3. Choose from grid. 
	3. Choose from grid. 
	Figure
	a. Upload the document. 
	a. Upload the document. 
	a. Upload the document. 

	b. Click  Save. 
	b. Click  Save. 





	Or 
	Click  Choose File. 
	L
	Figure
	4. Click Save. 
	4. Click Save. 


	 
	Figure
	Figure 140: If Yes/No, Then Attach – Add Attachment
	If Yes/No, Then Checklist 
	To complete this question, choose yes or no. This is a single select, which means you can only select one option. Depending on which answer you choose, you may be required to select options from a checklist dropdown to complete the question. If the checklist dropdown appears, you must select checklist options. Otherwise, the answer will not save. If the checklist drop-down does not appear, the answer saves. 
	 
	1. Use the drop-down list to choose yes or no. 
	1. Use the drop-down list to choose yes or no. 
	1. Use the drop-down list to choose yes or no. 


	 
	 
	Figure
	Figure 141: If Yes/No, Then Checklist 
	 
	2. Optional: Use the drop-down list to choose from the checklist.
	2. Optional: Use the drop-down list to choose from the checklist.
	2. Optional: Use the drop-down list to choose from the checklist.


	 
	 
	Figure
	Figure 142: If Yes/No, Then Checklist – Choose from Checklist
	Money 
	To complete this question, input a dollar amount.  
	 
	 
	Figure
	Figure 143: Enter Dollar Amount
	Number 
	To complete this question, input a number. 
	 
	 
	Figure
	Figure 144: Enter Number
	Percentage 
	To complete this question, input a percentage. 
	 
	 
	Figure
	Figure 145: Percentage
	Picklist 
	To complete this question, choose from a picklist. This is a single select, which means you can only select one option. 
	 
	 
	Figure
	Figure 146: Choose from Picklist
	Small Text 
	To complete this question, enter text. This is an unformatted text box. Narrative fields may have a character limit that will display the maximum number of characters an applicant response may contain. The character limit will count down until it reaches zero (0), and the system will not allow you to continue typing. If there is no character limit it will be indicated by a double dash (--).   
	 
	Figure
	Figure 147: Small Text Character Limit 
	Objective Tools 
	You can add, edit, or delete parts of the Objective template. Use the arrows to expand the list of objectives, performance measures, and grant activities. When you are done modifying the Objective template, save it to lock it. 
	 
	Figure
	Figure 148: Goals and Objectives 
	 
	 
	Figure
	Figure 149: Performance Measures
	 
	 
	Figure
	Figure 150: Grant Activities
	Add a Goal 
	You can only add a goal if the Goal checklist is ticked.
	You can only add a goal if the Goal checklist is ticked.
	 

	 
	 
	Figure
	Figure 151: Goal Radio Button 
	1. Click  Add Goal. The Goal dialog box appears.
	1. Click  Add Goal. The Goal dialog box appears.
	1. Click  Add Goal. The Goal dialog box appears.
	1. Click  Add Goal. The Goal dialog box appears.
	 
	Figure


	2. Fill in the necessary fields.
	2. Fill in the necessary fields.
	2. Fill in the necessary fields.
	 



	 Note: The red asterisks indicate required fields.
	 Note: The red asterisks indicate required fields.
	 

	3. Click  Save. The goal appears in the grid. Repeat steps 1-3 for each goal you wish to add.
	3. Click  Save. The goal appears in the grid. Repeat steps 1-3 for each goal you wish to add.
	3. Click  Save. The goal appears in the grid. Repeat steps 1-3 for each goal you wish to add.
	3. Click  Save. The goal appears in the grid. Repeat steps 1-3 for each goal you wish to add.
	 
	Figure



	 
	 

	Figure
	Figure 152: Add Goal
	Add an Objective 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Click  Add Objective. The Objective dialog box appears.
	2. Click  Add Objective. The Objective dialog box appears.
	2. Click  Add Objective. The Objective dialog box appears.
	 
	Figure



	 
	 

	 
	 

	Figure
	Figure 153: Add Objective 
	3. Fill in the necessary fields.
	3. Fill in the necessary fields.
	3. Fill in the necessary fields.
	3. Fill in the necessary fields.
	 



	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	4. Click  Save. The objective appears in the grid. Repeat steps 2-4 for each objective you wish to add. 
	4. Click  Save. The objective appears in the grid. Repeat steps 2-4 for each objective you wish to add. 
	4. Click  Save. The objective appears in the grid. Repeat steps 2-4 for each objective you wish to add. 
	4. Click  Save. The objective appears in the grid. Repeat steps 2-4 for each objective you wish to add. 
	Figure



	 
	 
	Figure
	Figure 154: Objective Dialog Box
	Add a Performance Measure 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Click  Add Measure. The Performance Measure dialog box appears. 
	3. Click  Add Measure. The Performance Measure dialog box appears. 
	3. Click  Add Measure. The Performance Measure dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 155: Add Measure 
	4. Fill In the necessary fields. 
	4. Fill In the necessary fields. 
	4. Fill In the necessary fields. 


	 Note: The red asterisks indicate required fields. 
	 Note: The red asterisks indicate required fields. 

	5. Click  Save. The performance measure appears in the grid. Repeat steps 3-5 for each performance measure you wish to add. 
	5. Click  Save. The performance measure appears in the grid. Repeat steps 3-5 for each performance measure you wish to add. 
	5. Click  Save. The performance measure appears in the grid. Repeat steps 3-5 for each performance measure you wish to add. 
	5. Click  Save. The performance measure appears in the grid. Repeat steps 3-5 for each performance measure you wish to add. 
	Figure
	Figure
	1. Optional: Use the arrow to expand the goal’s objectives. 
	1. Optional: Use the arrow to expand the goal’s objectives. 
	1. Optional: Use the arrow to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Click  Add Activity. The Grant Activity dialog box appears. 
	3. Click  Add Activity. The Grant Activity dialog box appears. 
	3. Click  Add Activity. The Grant Activity dialog box appears. 
	Figure
	Figure


	4. Fill In the necessary fields. 
	4. Fill In the necessary fields. 

	5. Click  Save. The grant activity appears in the grid. Repeat steps 2-5 for each grant activity you wish to add. 
	5. Click  Save. The grant activity appears in the grid. Repeat steps 2-5 for each grant activity you wish to add. 
	5. Click  Save. The grant activity appears in the grid. Repeat steps 2-5 for each grant activity you wish to add. 
	Figure






	 
	 
	Figure 156: Performance Measure Dialog Box
	Add a Grant Activity 
	 
	 
	Figure 157: Add Activity 
	 Note: The red asterisks indicate required fields. 
	 Note: The red asterisks indicate required fields. 

	 
	 
	Figure
	Figure 158: Grant Activity Dialog Box
	Edit an Objective 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Choose the objective you wish to modify. 
	3. Choose the objective you wish to modify. 

	4. Click Edit . The Objective dialog box appears. 
	4. Click Edit . The Objective dialog box appears. 
	4. Click Edit . The Objective dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 159: Edit Objective 
	5. Edit the necessary fields. 
	5. Edit the necessary fields. 
	5. Edit the necessary fields. 


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	6. Click  Save. The changes to the objective appear in the grid. Repeat steps 3-6 for each objective you wish to modify. 
	6. Click  Save. The changes to the objective appear in the grid. Repeat steps 3-6 for each objective you wish to modify. 
	6. Click  Save. The changes to the objective appear in the grid. Repeat steps 3-6 for each objective you wish to modify. 
	6. Click  Save. The changes to the objective appear in the grid. Repeat steps 3-6 for each objective you wish to modify. 
	Figure



	 
	 
	Figure
	Figure 160: Objective Dialog Box 
	Edit a Performance Measure 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Use the arrow next to the performance measure to expand the list. 
	3. Use the arrow next to the performance measure to expand the list. 

	4. Choose the performance measure you wish to modify. 
	4. Choose the performance measure you wish to modify. 

	5. Click Edit . The Performance Measure dialog box appears. 
	5. Click Edit . The Performance Measure dialog box appears. 
	5. Click Edit . The Performance Measure dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 161: Edit Performance Measure 
	6. Edit the necessary fields. 
	6. Edit the necessary fields. 
	6. Edit the necessary fields. 


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	7. Click  Save. The changes to the performance measure appear in the grid. Repeat steps 4-7 for each performance measure you wish to modify. 
	7. Click  Save. The changes to the performance measure appear in the grid. Repeat steps 4-7 for each performance measure you wish to modify. 
	7. Click  Save. The changes to the performance measure appear in the grid. Repeat steps 4-7 for each performance measure you wish to modify. 
	7. Click  Save. The changes to the performance measure appear in the grid. Repeat steps 4-7 for each performance measure you wish to modify. 
	Figure



	 
	 
	Figure
	Figure 162: Performance Measure Dialog Box
	Edit a Grant Activity 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Use the arrow next to the grant activity to expand the list. 
	3. Use the arrow next to the grant activity to expand the list. 

	4. Choose the grant activity you wish to modify. 
	4. Choose the grant activity you wish to modify. 

	5. Click Edit . The Grant Activity dialog box appears. 
	5. Click Edit . The Grant Activity dialog box appears. 
	5. Click Edit . The Grant Activity dialog box appears. 
	Figure



	 
	 
	Figure
	Figure 163: Edit Grant Activity 
	6. Edit the necessary fields. 
	6. Edit the necessary fields. 
	6. Edit the necessary fields. 


	Note: The red asterisks indicate required fields. 
	Note: The red asterisks indicate required fields. 

	7. Click  Save. The changes to the grant activity appear in the grid. Repeat steps 4-7 for each grant activity you wish to modify. 
	7. Click  Save. The changes to the grant activity appear in the grid. Repeat steps 4-7 for each grant activity you wish to modify. 
	7. Click  Save. The changes to the grant activity appear in the grid. Repeat steps 4-7 for each grant activity you wish to modify. 
	7. Click  Save. The changes to the grant activity appear in the grid. Repeat steps 4-7 for each grant activity you wish to modify. 
	Figure



	 
	 
	Figure
	Figure 164: Grant Activity Dialog Box
	Delete an Objective 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Choose the objective you wish to delete. 
	3. Choose the objective you wish to delete. 

	4. Click Delete . A warning appears asking if you are sure you want to delete the objective. 
	4. Click Delete . A warning appears asking if you are sure you want to delete the objective. 
	4. Click Delete . A warning appears asking if you are sure you want to delete the objective. 
	Figure



	 
	 
	Figure
	Figure 165: Delete Objective 
	 
	5. Click Yes. The objective disappears from the grid. Repeat steps 3-5 for each objective you wish to delete. 
	5. Click Yes. The objective disappears from the grid. Repeat steps 3-5 for each objective you wish to delete. 
	5. Click Yes. The objective disappears from the grid. Repeat steps 3-5 for each objective you wish to delete. 


	 
	 
	Figure
	Figure 166: Warning to Delete Objective
	Delete a Performance Measure 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Use the arrow next to the performance measure to expand the list. 
	3. Use the arrow next to the performance measure to expand the list. 

	4. Choose the performance measure you wish to delete. 
	4. Choose the performance measure you wish to delete. 

	5. Click Delete  . A warning appears asking if you are sure you want to delete the performance measure. 
	5. Click Delete  . A warning appears asking if you are sure you want to delete the performance measure. 
	5. Click Delete  . A warning appears asking if you are sure you want to delete the performance measure. 
	Figure



	 
	 
	Figure
	Figure 167: Delete Performance Measure 
	 
	6. Click Yes. The performance measure disappears from the grid. Repeat steps 4-6 for each performance measure you wish to delete. 
	6. Click Yes. The performance measure disappears from the grid. Repeat steps 4-6 for each performance measure you wish to delete. 
	6. Click Yes. The performance measure disappears from the grid. Repeat steps 4-6 for each performance measure you wish to delete. 


	 
	 
	Figure
	Figure 168: Warning to Delete Performance Measure
	Delete a Grant Activity 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 
	1. Optional: Use the arrow next to the goal to expand the goal’s objectives. 

	2. Use the arrow next to the objective to expand the list. 
	2. Use the arrow next to the objective to expand the list. 

	3. Use the arrow next to the grant activity to expand the list. 
	3. Use the arrow next to the grant activity to expand the list. 

	4. Choose the grant activity you wish to delete. 
	4. Choose the grant activity you wish to delete. 

	5. Click Delete . A warning appears asking if you are sure you want to delete the grant activity. 
	5. Click Delete . A warning appears asking if you are sure you want to delete the grant activity. 
	5. Click Delete . A warning appears asking if you are sure you want to delete the grant activity. 
	Figure



	 
	 
	Figure
	Figure 169: Delete Grant Activity 
	 
	6. Click Yes. The grant activity disappears from the grid. Repeat steps 4-6 for each grant activity you wish to delete. 
	6. Click Yes. The grant activity disappears from the grid. Repeat steps 4-6 for each grant activity you wish to delete. 
	6. Click Yes. The grant activity disappears from the grid. Repeat steps 4-6 for each grant activity you wish to delete. 


	 
	 
	Figure
	Figure 170: Warning to Delete Grant Activity
	Budget Tools 
	 Note: The items you can add/change depend on the properties selected when the announcement was made. 
	 Note: The items you can add/change depend on the properties selected when the announcement was made. 

	 
	You can add, edit, or delete parts of the Budget Template. Enter the amounts of money in the cells that are white. Cells that are light blue are not editable. You can also add sub-categories and sub-sub-categories, edit sub-categories and sub-sub-categories, and/or delete sub-categories and sub-sub-categories. Click the green Budget Justification  icon to show budget calculations and the budget narrative. 
	Figure
	 
	 
	Figure
	Figure 171: Budget Tools 
	 
	 
	 
	Figure
	Figure 172: View Budget Calculations
	Add Budget Calculations and Budget Narratives 
	1. Single-click the green BN symbol next to a category. The Budget Categories dialog box.
	1. Single-click the green BN symbol next to a category. The Budget Categories dialog box.
	1. Single-click the green BN symbol next to a category. The Budget Categories dialog box.
	1. Single-click the green BN symbol next to a category. The Budget Categories dialog box.
	 



	 Note: The dialog box fields are different based on the budget category.
	 Note: The dialog box fields are different based on the budget category.
	 

	 
	 

	 
	 

	Figure
	Figure 173: Add Budget Calculations and Narrative 
	 
	 

	2. Fill in the necessary fields and add the appropriate information.
	2. Fill in the necessary fields and add the appropriate information.
	2. Fill in the necessary fields and add the appropriate information.
	2. Fill in the necessary fields and add the appropriate information.
	 



	 
	 

	Example dialog box 
	 
	 
	Figure
	Figure 174: Budget Categories Dialog Box 
	 
	 
	 
	3. Click  Save. The budget calculations and budget narrative appears in the table at the bottom of the page. Repeat steps 1-3 for each budget calculation and narrative. 
	3. Click  Save. The budget calculations and budget narrative appears in the table at the bottom of the page. Repeat steps 1-3 for each budget calculation and narrative. 
	3. Click  Save. The budget calculations and budget narrative appears in the table at the bottom of the page. Repeat steps 1-3 for each budget calculation and narrative. 
	3. Click  Save. The budget calculations and budget narrative appears in the table at the bottom of the page. Repeat steps 1-3 for each budget calculation and narrative. 
	Figure



	 
	 
	Figure
	Figure 175: Save Budget Calculations and Narrative 
	Add a Parent Category 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 

	2. Hover over New . 
	2. Hover over New . 
	2. Hover over New . 
	Figure


	3. Click New Parent Category. 
	3. Click New Parent Category. 


	 
	 
	Figure
	Figure 176: Add Parent Category 
	4. Type in the new name for the parent category. 
	4. Type in the new name for the parent category. 
	4. Type in the new name for the parent category. 

	5. Click Save  .  
	5. Click Save  .  
	5. Click Save  .  
	Figure



	 
	Figure
	Figure 177: Save Parent Category 
	 
	Edit a Parent Category 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 

	2. Click Edit .  
	2. Click Edit .  
	2. Click Edit .  
	Figure



	 
	Figure
	Figure 178: Edit Parent Category 
	3. Type in the new name for the parent category. 
	3. Type in the new name for the parent category. 
	3. Type in the new name for the parent category. 

	4. Click Save  . The new parent category appears. 
	4. Click Save  . The new parent category appears. 
	4. Click Save  . The new parent category appears. 
	Figure



	 
	 
	Figure
	Figure 179: Save Parent Category
	Delete a Parent Category 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 
	1. Hover over a parent category to display the budget tools. 

	2. Click Delete  . A popup appears asking if you are sure you want to delete the sub-category. 
	2. Click Delete  . A popup appears asking if you are sure you want to delete the sub-category. 
	2. Click Delete  . A popup appears asking if you are sure you want to delete the sub-category. 
	Figure



	 
	Figure
	Figure 180: Delete Parent Category 
	3. Click Yes. The parent category is deleted. 
	3. Click Yes. The parent category is deleted. 
	3. Click Yes. The parent category is deleted. 


	 
	 
	Figure
	Figure 181: Warning to Delete Category
	Add a Sub-Category 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 

	2. Hover over a sub-category to display the budget tools. 
	2. Hover over a sub-category to display the budget tools. 

	3. Hover over New . 
	3. Hover over New . 
	3. Hover over New . 
	Figure


	4. Click New sub-Category.  
	4. Click New sub-Category.  


	 
	Figure
	Figure 182: Add Sub-Category 
	5.  Type in the name of the sub-category. 
	5.  Type in the name of the sub-category. 
	5.  Type in the name of the sub-category. 
	5.  Type in the name of the sub-category. 


	6. Click Save  .  The sub-category is added to the grid. 
	6. Click Save  .  The sub-category is added to the grid. 
	6. Click Save  .  The sub-category is added to the grid. 
	Figure



	 
	 
	Figure
	Figure 183: Save Sub-Category 
	Edit a Sub-Category 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 

	2. Hover over a sub-category to view the budget tools. 
	2. Hover over a sub-category to view the budget tools. 

	3. Click Edit .  
	3. Click Edit .  
	3. Click Edit .  
	Figure



	 
	Figure
	Figure 184: Edit Sub-Category 
	4. Type in the name of the sub-category. 
	4. Type in the name of the sub-category. 
	4. Type in the name of the sub-category. 

	5. Click Save  .  
	5. Click Save  .  
	5. Click Save  .  
	Figure



	 
	Figure
	Figure 185: Save Sub-Category 
	 
	Delete a Sub-Category 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 
	1. Click the blue arrow next to a parent category to expand the list. 

	2. Hover over a sub-category to display the budget tools. 
	2. Hover over a sub-category to display the budget tools. 

	3. Click Delete . A popup appears asking if you are sure you want to delete the sub-category. 
	3. Click Delete . A popup appears asking if you are sure you want to delete the sub-category. 
	3. Click Delete . A popup appears asking if you are sure you want to delete the sub-category. 
	Figure



	 
	Figure
	Figure 186: Delete Sub-Category 
	4. Click Yes. The sub-category is deleted. 
	4. Click Yes. The sub-category is deleted. 
	4. Click Yes. The sub-category is deleted. 


	 
	 
	Figure
	Figure 187: Warning to Delete Category
	Add a Sub-Sub-Category 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 

	2. Click the blue arrow next to a sub-category category to expand the list.  
	2. Click the blue arrow next to a sub-category category to expand the list.  

	3. Hover over New . 
	3. Hover over New . 
	3. Hover over New . 
	Figure


	4. Click New sub-Sub-Category. The new sub-category is added to the grid.  
	4. Click New sub-Sub-Category. The new sub-category is added to the grid.  


	 
	 
	Figure
	Figure 188: Add Sub-Sub-Category 
	5. Type in the name of the sub-category. 
	5. Type in the name of the sub-category. 
	5. Type in the name of the sub-category. 

	6. Click Save  . The new sub-sub-category is added to the grid.  
	6. Click Save  . The new sub-sub-category is added to the grid.  
	6. Click Save  . The new sub-sub-category is added to the grid.  
	Figure



	 
	 
	Figure
	Figure 189: Save Sub-Sub-Category 
	 
	Edit a Sub-Sub-Category 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 

	2. Hover over a sub-category to view the budget tools. 
	2. Hover over a sub-category to view the budget tools. 

	3. Click Edit . 
	3. Click Edit . 
	3. Click Edit . 
	Figure



	 
	Figure
	Figure 190: Edit Sub-Sub-Category 
	4. Type in the name of the sub-category. 
	4. Type in the name of the sub-category. 
	4. Type in the name of the sub-category. 

	5. Click Save  .
	5. Click Save  .
	5. Click Save  .
	Figure



	 
	 
	Figure
	Figure 191: Save Sub-Sub-Category 
	 
	Delete a Sub-Sub-Category 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 
	1. Click the blue arrow next to a budget category to expand the list. 

	2. Hover over a sub-sub-category to view the budget tools. 
	2. Hover over a sub-sub-category to view the budget tools. 

	3. Click Delete . There is a warning asking if you are sure you want to delete the sub-sub-category. 
	3. Click Delete . There is a warning asking if you are sure you want to delete the sub-sub-category. 
	3. Click Delete . There is a warning asking if you are sure you want to delete the sub-sub-category. 
	Figure



	 
	Figure
	Figure 192: Delete Sub-Sub-Category 
	 
	4. Click Yes. The sub-category is deleted. 
	4. Click Yes. The sub-category is deleted. 
	4. Click Yes. The sub-category is deleted. 


	 
	 
	Figure
	Figure 193: Warning to Delete Category
	Move a Category Up or Down on the Grid 
	1. Hover over a category to display the budget tools. 
	1. Hover over a category to display the budget tools. 
	1. Hover over a category to display the budget tools. 

	2. Hover over Move Up  to move the category up the grid. 
	2. Hover over Move Up  to move the category up the grid. 
	2. Hover over Move Up  to move the category up the grid. 
	Figure



	Or 
	Click Move Down  to move the category down the grid. 
	Figure
	 
	 
	Figure
	Figure 194: Category Commands
	Budget Calculation/Narrative Tools 
	 Note: The ability to add calculations or narratives depend on the properties selected at the time of announcement creation.  
	 
	You can complete budget calculations and/or narratives for each budget category.  
	 
	Add a Budget Calculation or Budget Narrative 
	1. Optional: Single-click the green Budget Justification  next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears. The calculations you see depend on the template.
	1. Optional: Single-click the green Budget Justification  next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears. The calculations you see depend on the template.
	1. Optional: Single-click the green Budget Justification  next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears. The calculations you see depend on the template.
	1. Optional: Single-click the green Budget Justification  next to a category to show budget calculations and/or the budget narrative. The Budget Justification dialog box appears. The calculations you see depend on the template.
	 



	 
	 

	 
	 

	Figure
	Figure 195: Add Budget Justification 
	 
	2. Fill in the necessary fields.
	2. Fill in the necessary fields.
	2. Fill in the necessary fields.
	2. Fill in the necessary fields.
	 


	3. Click Save  to save the budget calculation and/or budget narrative. The budget calculation and/or budget narrative appears in the grid below. Repeat steps 1-3 for each budget calculation or budget narrative.
	3. Click Save  to save the budget calculation and/or budget narrative. The budget calculation and/or budget narrative appears in the grid below. Repeat steps 1-3 for each budget calculation or budget narrative.
	3. Click Save  to save the budget calculation and/or budget narrative. The budget calculation and/or budget narrative appears in the grid below. Repeat steps 1-3 for each budget calculation or budget narrative.



	 
	 

	 
	 

	Figure
	Figure 196: Save Budget Calculation/Narrative
	Budget Calculation Template Types 
	Construction 
	Calculate how the cost to construction an item. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 197: Construction Template  – No Cash Match/In-Kind
	 
	Cash Match/In-Kind: 
	 
	Figure
	Figure 198: Construction  Template  –  Cash Match/In-Kind 
	 
	Total Cost = # of Items x Cost 
	Total Requested = # of Items x Cost – Cash Match Funds – In-Kind Match Funds 
	 
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Purpose 
	Purpose 
	Purpose 

	Type in the purpose of the construction. 
	Type in the purpose of the construction. 


	Description of Work 
	Description of Work 
	Description of Work 

	Type in a description of the construction. 
	Type in a description of the construction. 


	# of Items 
	# of Items 
	# of Items 

	Type in the number of items or use the arrow selector.  
	Type in the number of items or use the arrow selector.  


	Cost 
	Cost 
	Cost 

	Type in the cost of construction. This is a dollar amount.  
	Type in the cost of construction. This is a dollar amount.  


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount is based on the number of items and the cost. 
	Total amount is based on the number of items and the cost. 




	Table 5: Construction Template Form Part 1
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 
	Construction Template Fields 

	Description 
	Description 



	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	  
	Table 6: Construction Template Form Part 2 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Consult Travel 
	Calculate travel expenses for each staff member. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 199: Consult Travel  Template  – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	Figure
	Figure 200: Consult Travel  Template  – Cash Match/In-Kind 
	 
	Total Cost = Cost x Duration or Distance x # of Staff 
	Total Requested = (Cost x Duration or Distance x # of Staff) – Cash Match Funds – In-Kind Match Funds 
	 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Purpose of Travel 
	Purpose of Travel 
	Purpose of Travel 

	Type in the reason for travelling. 
	Type in the reason for travelling. 


	Location 
	Location 
	Location 

	Type the location the staff members are travelling to. 
	Type the location the staff members are travelling to. 


	Type of Expenses 
	Type of Expenses 
	Type of Expenses 

	Use the drop-down list to choose a type of expense. 
	Use the drop-down list to choose a type of expense. 


	Cost 
	Cost 
	Cost 

	The money amount of the expense. 
	The money amount of the expense. 


	Duration or Distance 
	Duration or Distance 
	Duration or Distance 

	This is the distance or time it took someone to travel. This is a number. 
	This is the distance or time it took someone to travel. This is a number. 




	Table 7: Consult Travel Template Form Part 1
	 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 
	Consult Travel Template Fields 

	Description 
	Description 



	# of Staff 
	# of Staff 
	# of Staff 
	# of Staff 

	Type in the number of staff. This is a number. 
	Type in the number of staff. This is a number. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount is based on the cost, duration or distance, and # of staff. 
	Total amount is based on the cost, duration or distance, and # of staff. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 8: Consult Travel Template Form Part 2
	Equipment 
	Calculate the cost of equipment. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 201: Equipment  Template  – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 202: Equipment  Template  – Cash Match/In-Kind 
	 
	Item Total = Unit Cost x # of Items 
	Total Cost = Unit Cost x # of Items x number of items you input 
	Total Requested = (Unit Cost x # of Items x number of items inputted) – Cash Match Funds – In-Kind Match Funds 
	Add an Item 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	Figure



	 
	 
	Figure
	Figure 203: Equipment – Add Item 
	 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 

	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 



	 
	 
	Figure
	Figure 204: Save Equipment Calculation/Narrative
	 
	Equipment Template Fields 
	Equipment Template Fields 
	Equipment Template Fields 
	Equipment Template Fields 
	Equipment Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Item Name 
	Item Name 
	Item Name 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Unit Cost 
	Unit Cost 
	Unit Cost 

	Cost of the unit. 
	Cost of the unit. 


	# of items 
	# of items 
	# of items 

	Type in the number of items. 
	Type in the number of items. 


	Item Total 
	Item Total 
	Item Total 

	Total amount of all the items. 
	Total amount of all the items. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount of all the items. Total cost is based on the unit cost, # of items, and the number of items you input. 
	Total amount of all the items. Total cost is based on the unit cost, # of items, and the number of items you input. 


	Add Item 
	Add Item 
	Add Item 

	Add an item to the grid. 
	Add an item to the grid. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	Total requested amount is based on the unit cost, number of Items, and the number of items you inputted. The cash match funds, and in-kind match funds are subtracted from the total cost. 
	Total requested amount is based on the unit cost, number of Items, and the number of items you inputted. The cash match funds, and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 9: Equipment Template Form 
	Equipment (Pro Rated) 
	Calculate the cost of equipment based on how long it is used. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	 Figure 205: Equipment(Pro-Rated)  Template  – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	Figure
	Figure 206: Equipment(Pro-Rated)  Template  –  Cash Match/In-Kind 
	 
	Total Cost (Item Sub Total) = Unit Cost x # of Items x the number of items inputted 
	Total Cost (Pro Rated Item Total) = Total of all the line items 
	Total Requested Amount = (Pro Rated Item Total x the total of all the line items) – Cash Match Funds – In-Kind Match Funds 
	Add an Item 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	Figure



	 
	 
	Figure
	Figure 207: Equipment (Pro Rated) – Add Item 
	 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 

	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 



	 
	 
	Figure
	Figure 208: Save Equipment (Pro Rated) Calculation/Narrative 
	 
	Equipment (Pro Rated) Template Fields 
	Equipment (Pro Rated) Template Fields 
	Equipment (Pro Rated) Template Fields 
	Equipment (Pro Rated) Template Fields 
	Equipment (Pro Rated) Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Item Name 
	Item Name 
	Item Name 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Unit Cost 
	Unit Cost 
	Unit Cost 

	Cost of the unit. 
	Cost of the unit. 


	# of items 
	# of items 
	# of items 

	Type in the number of items. 
	Type in the number of items. 


	Item Sub Total 
	Item Sub Total 
	Item Sub Total 

	Total amount of all the items. 
	Total amount of all the items. 


	Pro Rated Item Total 
	Pro Rated Item Total 
	Pro Rated Item Total 

	Total amount of the item was prorated for. 
	Total amount of the item was prorated for. 


	Add Item 
	Add Item 
	Add Item 

	Add an item to the grid. 
	Add an item to the grid. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount of all the items. The Total Cost comes from a total sum of the “Pro Rated Item Total” column. 
	Total amount of all the items. The Total Cost comes from a total sum of the “Pro Rated Item Total” column. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	 Table 10: Equipment (Pro Rated) Template Form
	Fringe Benefits 
	Calculate the amount used for extra benefits for employees. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 209: Fringe Benefits Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	Figure
	Figure 210: Fringe Benefits Template –  Cash Match/In-Kind 
	 
	Total Cost = Base x Rate 
	Total Requested = (Base x Rate) – Cash Match Funds – In-Kind Funds 
	 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Name 
	Name 
	Name 

	Name of employee or position. 
	Name of employee or position. 


	Base 
	Base 
	Base 

	Initial salary amount of employee. This is a dollar amount. 
	Initial salary amount of employee. This is a dollar amount. 


	Rate 
	Rate 
	Rate 

	The rate the employee spent on the project. This is a percentage. 
	The rate the employee spent on the project. This is a percentage. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount based on the rate percentage and the base salary. 
	Total amount based on the rate percentage and the base salary. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 




	Table 11: Fringe Benefits Template Form Part 1
	 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 
	Fringe Benefits Template Fields 

	Description 
	Description 


	Optional Fields 
	Optional Fields 
	Optional Fields 



	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	 Table 12: Fringe Benefits Template Form Part 2
	Indirect Costs 
	Calculate costs that are not directly related to the grant. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 211: Indirect Costs Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 212: Indirect Costs Template – Cash Match/In-Kind 
	 
	Total Cost = Base x Indirect Cost Rate 
	Total Requested Amount = (Base x Indirect Cost Rate) – Cash Match Funds – In-Kind Match Funds 
	 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Description 
	Description 
	Description 

	Type in the description of the indirect cost. 
	Type in the description of the indirect cost. 


	Base 
	Base 
	Base 

	The initial amount of the indirect cost. 
	The initial amount of the indirect cost. 


	Indirect Cost Rate 
	Indirect Cost Rate 
	Indirect Cost Rate 

	Salary amount of employee. This is a number value. 
	Salary amount of employee. This is a number value. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total cost is based on the base salary and indirect cost rate. 
	Total cost is based on the base salary and indirect cost rate. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 




	 Table 13: Indirect Costs Template Form Part 1
	 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 
	Indirect Cost Template Fields 

	Description 
	Description 


	Optional Fields 
	Optional Fields 
	Optional Fields 



	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 14: Indirect Costs Template Form Part 1 
	 
	Personnel 
	Calculate how much time was spent working on a budget category based on a person’s salary. If cash-match, in-kind, and leveraged are shown, the Cash-Match and In-Kind Match fields appear. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 213: Personnel Template – No Cash Match/In-Kind
	 
	Cash Match/In-Kind: 
	 
	Figure
	Figure 214: Personnel Template –  Cash Match/In-Kind 
	 
	Total Cost = Salary x Time Worked x Percentage of Time 
	Total Requested = (Salary x Time Worked x Percentage of Time) – Cash Match Funds – In-Kind Funds 
	 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Name 
	Name 
	Name 

	Name of employee. 
	Name of employee. 


	Position 
	Position 
	Position 

	Position of employee. 
	Position of employee. 


	Salary 
	Salary 
	Salary 

	Salary amount of employee. This is a dollar amount. 
	Salary amount of employee. This is a dollar amount. 




	Table 15: Personnel Template Form Part 1 
	 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 

	Description 
	Description 



	Rate 
	Rate 
	Rate 
	Rate 

	The rate the employee spent on the project.  
	The rate the employee spent on the project.  
	 
	Rates include: 
	• Hourly 
	• Hourly 
	• Hourly 

	• Daily 
	• Daily 

	• Weekly 
	• Weekly 

	• Yearly 
	• Yearly 




	Time Worked (# of hours, days, months, years) 
	Time Worked (# of hours, days, months, years) 
	Time Worked (# of hours, days, months, years) 

	The time worked on the category. Give the time in # of hours, days, months, or years. 
	The time worked on the category. Give the time in # of hours, days, months, or years. 


	Percentage of Time 
	Percentage of Time 
	Percentage of Time 

	Percentage of time the employee will work on the project. 
	Percentage of time the employee will work on the project. 
	For example, 100% of their time over 1 year. This is a percentage value. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount based on the salary, time worked, and percentage of time.  
	Total amount based on the salary, time worked, and percentage of time.  


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	Total requested amount based on the salary, time worked, and percentage of time (and cash match and in-kind match if necessary). 
	Total requested amount based on the salary, time worked, and percentage of time (and cash match and in-kind match if necessary). 


	Optional Fields  
	Optional Fields  
	Optional Fields  


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 16: Personnel Template Form Part 2
	Procurement Contracts 
	Calculate the costs of goods or services purchased from a seller. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 215: Procurement Contracts Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 216: Procurement Contracts Template –  Cash Match/In-Kind 
	 
	Total Requested Amount = Total Cost – Cash Match Funds – In-Kind Match Funds 
	 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Description 
	Description 
	Description 

	Type in the description of the contract. 
	Type in the description of the contract. 


	Purpose 
	Purpose 
	Purpose 

	Type in the purpose of the contract. 
	Type in the purpose of the contract. 


	Consultant 
	Consultant 
	Consultant 

	Use the drop-down to choose whether there is a consultant. 
	Use the drop-down to choose whether there is a consultant. 


	Total Cost 
	Total Cost 
	Total Cost 

	Type in the total cost of the contract. 
	Type in the total cost of the contract. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 




	 Table 17: Procurement Contracts Template Form Part 1 
	 
	 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 
	Procurement Contracts Template Fields 

	Description 
	Description 


	Optional Fields 
	Optional Fields 
	Optional Fields 



	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 18: Procurement Contracts Template Form Part 2 
	 
	Salary By Position 
	Calculate the salary of employees by position. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 217: Salary by Position Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 218: Salary by Position Template – Cash Match/In-Kind
	 
	Total Requested Amount = Salary Cost – Cash Match Funds – In-Kind Match Funds 
	 
	Salary by Position Template Fields 
	Salary by Position Template Fields 
	Salary by Position Template Fields 
	Salary by Position Template Fields 
	Salary by Position Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	No. of Positions 
	No. of Positions 
	No. of Positions 

	Type in the number of employees working in the position or 
	Type in the number of employees working in the position or 
	use the arrow selector. 


	Total FTE 
	Total FTE 
	Total FTE 

	Type in the total FTE or use the arrow selector. 
	Type in the total FTE or use the arrow selector. 


	Salary Cost 
	Salary Cost 
	Salary Cost 

	Total salaries of all employee in the position. This is a dollar amount. 
	Total salaries of all employee in the position. This is a dollar amount. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	 Table 19: Salary by Position Template Form 
	 
	Subaward (subgrants) 
	Calculate the cost of the subaward (subgrant). 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 219: Subaward (Subgrant) Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 220: Subaward (Subgrant) Template – Cash Match/In-Kind 
	 
	Total Requested = Total Cost – Cash Match Funds – In-Kind Match Funds 
	 
	Subaward (Subgrant)  Template Fields 
	Subaward (Subgrant)  Template Fields 
	Subaward (Subgrant)  Template Fields 
	Subaward (Subgrant)  Template Fields 
	Subaward (Subgrant)  Template Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Description 
	Description 
	Description 

	Type in the description of the subaward (subgrant). 
	Type in the description of the subaward (subgrant). 


	Purpose 
	Purpose 
	Purpose 

	Type in the purpose of the subaward (subgrant). 
	Type in the purpose of the subaward (subgrant). 


	Consultant 
	Consultant 
	Consultant 

	Use the drop-down to choose whether there is a consultant. 
	Use the drop-down to choose whether there is a consultant. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount based on the total cost.  
	Total amount based on the total cost.  




	Table 20: Subaward (Subgrant) Template Form Part 1 
	 
	Subaward (Subgrant) Template Fields 
	Subaward (Subgrant) Template Fields 
	Subaward (Subgrant) Template Fields 
	Subaward (Subgrant) Template Fields 
	Subaward (Subgrant) Template Fields 

	Description 
	Description 



	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	The cash match funds and in-kind match funds are subtracted from the total cost. 
	The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 21: Subaward (Subgrant) Template Form Part 2 
	 
	 
	Supplies 
	Calculate the cost of supplies. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 221: Supplies Template – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 222: Supplies Template – Cash Match/In-Kind 
	 
	Item Total = Unit Cost x # of Items x number of items inputted 
	Total Requested = (Unit Cost x # of Items x number of items inputted) – Cash Match Funds – In-Kind Match Funds
	 
	Add an Item 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	1. Click  Add Item. The Item grid is now editable. 
	Figure



	 
	 
	Figure
	Figure 223: Add Item 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 
	2. Enter the data. Repeat steps 1 and 2 for each item you wish to add. 

	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 
	3. Click  Save. The budget calculations appear in the grid. 



	 
	 
	Figure
	Figure 224: Save Supplies Calculation/Narrative
	 
	Supplies Fields 
	Supplies Fields 
	Supplies Fields 
	Supplies Fields 
	Supplies Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Item Name 
	Item Name 
	Item Name 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Unit Cost 
	Unit Cost 
	Unit Cost 

	Cost of the unit. 
	Cost of the unit. 


	# of items 
	# of items 
	# of items 

	Type in the number of items. 
	Type in the number of items. 


	Item Total 
	Item Total 
	Item Total 

	Total amount of a specific item. 
	Total amount of a specific item. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount of all the items. 
	Total amount of all the items. 


	Add Item 
	Add Item 
	Add Item 

	Add an item to the grid. 
	Add an item to the grid. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	Total requested amount is based on the unit cost, number of Items, and the number of items you inputted. The cash match funds and in-kind match funds are subtracted from the total cost. 
	Total requested amount is based on the unit cost, number of Items, and the number of items you inputted. The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 22: Supplies Template Form
	Travel 
	Calculate travel expenses for each staff member. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 225: Travel Template  – No Cash Match/In-Kind 
	 
	Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 226: Travel Template  –  Cash Match/In-Kind 
	 
	Total Cost = (Basis Cost x Basis Quantity x # of Staff x # of Trips) 
	Total Requested = (Basis Cost x Basis Quantity x # of Staff x # of Trips) – Cash Match Funds – In-Kind Match Funds 
	 
	Travel Fields 
	Travel Fields 
	Travel Fields 
	Travel Fields 
	Travel Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	Purpose of Travel 
	Purpose of Travel 
	Purpose of Travel 

	Type in the reason for travel. 
	Type in the reason for travel. 


	Location 
	Location 
	Location 

	Type the location. 
	Type the location. 


	Type of Expense 
	Type of Expense 
	Type of Expense 

	Type in the type of expense. This is an alphanumeric field. 
	Type in the type of expense. This is an alphanumeric field. 


	Basis 
	Basis 
	Basis 

	Alphanumeric field to explain what the expense is. 
	Alphanumeric field to explain what the expense is. 
	For example, it can be mileage, such as how much per mile. 




	 Table 23: Travel Template Form Part 1 
	 
	 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 
	Personnel Template Fields 

	Description 
	Description 



	Basis Cost 
	Basis Cost 
	Basis Cost 
	Basis Cost 

	Cost of the basis. This is a dollar amount. 
	Cost of the basis. This is a dollar amount. 
	For example, a $1.50 per mile. 


	Basis Quantity 
	Basis Quantity 
	Basis Quantity 

	Type in the number of basis items. This is a numeri value. 
	Type in the number of basis items. This is a numeri value. 
	For example, 100 miles. 


	# of Staff 
	# of Staff 
	# of Staff 

	Type the number of people who are travelling. 
	Type the number of people who are travelling. 


	# of Trips 
	# of Trips 
	# of Trips 

	Type in the number of trips the staff will take. 
	Type in the number of trips the staff will take. 


	Total Cost 
	Total Cost 
	Total Cost 

	Total amount based on the salary and percentage of time. This is a dollar amount. 
	Total amount based on the salary and percentage of time. This is a dollar amount. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	Total requested amount based on the salary and percentage of time. This is a dollar amount. 
	Total requested amount based on the salary and percentage of time. This is a dollar amount. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 




	Table 24: Travel Template Form Part 2 
	 
	Travel 2 
	Displays the number of people and cost per trip. 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 227: Travel 2 Template  – No Cash Match/In-Kind 
	 
	No Cash Match/In-Kind: 
	 
	 
	Figure
	Figure 228: Travel 2 Template  –  Cash Match/In-Kind
	 
	Total Requested Amount = Direct – Cash Match Funds – In-Kind Match Funds 
	 
	Travel Fields 
	Travel Fields 
	Travel Fields 
	Travel Fields 
	Travel Fields 

	Description 
	Description 



	Budget Category Name 
	Budget Category Name 
	Budget Category Name 
	Budget Category Name 

	Name of budget category. 
	Name of budget category. 


	Budget Calculation Form 
	Budget Calculation Form 
	Budget Calculation Form 

	The name of the Budget Calculation form you are filling out. 
	The name of the Budget Calculation form you are filling out. 


	No. of People 
	No. of People 
	No. of People 

	Type in the number of people travelling or use the arrow selector. 
	Type in the number of people travelling or use the arrow selector. 


	Direct 
	Direct 
	Direct 

	Type the direct cost. This is a dollar amount. 
	Type the direct cost. This is a dollar amount. 


	Total Requested Amount 
	Total Requested Amount 
	Total Requested Amount 

	Total requested amount is based on the direct amount. The cash match funds and in-kind match funds are subtracted from the total cost. 
	Total requested amount is based on the direct amount. The cash match funds and in-kind match funds are subtracted from the total cost. 


	Optional Fields 
	Optional Fields 
	Optional Fields 


	Cash Match Funds 
	Cash Match Funds 
	Cash Match Funds 

	Type in the amount of cash match funds. This is subtracted from the total requested. 
	Type in the amount of cash match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 


	In-Kind Match Funds 
	In-Kind Match Funds 
	In-Kind Match Funds 

	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	Type in the amount of in-kind match funds. This is subtracted from the total requested. 
	 
	This field does not appear if the cash-match, in-kind, and leveraged columns are hidden. This is a dollar amount. 
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